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Front Page

The doctor can manage and control the entire activity of his or her account from this page.
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Details of the front page are as follows:

1.
2.
3

The company logo and the site name are on the top frame of the page.
There is an orange help image on every page that contains online help for that specific page.
Below the logo and name, the system shows the doctor greeting with the current time as per
EST and IP address along with last login time and IP address information. This way, you can
track if someone is logging into your account.
The software version is specified above the recent account activity details.
After this, particulars of recent account activity are displayed. The system shows details of the
last 50 activities of the account with date, time of occurrence of event, type of event, accounts
ID and IP address from where the login was made. A recent activity log contains all of the past
date-wise details.
On the top right corner, there are two round buttons - Audio and Doc (Document) Archive.

¢ Audio Archive details all of the audio files uploaded by the doctor.

e Doc Archive shows the details of the document files.
To the right of the Audio and Doc archives, there are two reports as shown below:

e Under Transcription — This report displays the list of all the audio files that are under the
transcription/editing process.

e Transcripts for Approval — This report displays the list of all the document files that are
completed and have been uploaded by the MT/QA. They are ready for approval by the
doctor.

The Navigation Menu option buttons are on the right middle of the page. Various facilitating
options available to the doctor are:

¢ Download Recent Files — The doctor can download the transcribed files with one click.
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Manual Audio Upload — The doctor can manually upload the audio files.

Auto Audio Upload — The doctor can upload the audio files automatically.

Upload Template — The doctor can upload the template manually.

Upload Corrected Doc — The doctor can upload the corrected document against any
transcribed file after making the required corrections to it.

Template Archive — This option displays the details of all the templates uploaded by the
doctor for the transcriptionist.

Search EPR — The doctor can retrieve the audio and transcribed files depending upon
the selected search criteria.

TAT Report — This option displays the details of Turn Around Time for completed
transcribed files.

Billing report — The doctor can generate a billing report depending upon the selected
criteria.

Recent Activity Log — This option gives a detailed report of all events occurring in the
doctor’s account on an event and account basis for the selected duration.

FAQ — These are frequently asked questions with answers to most of the doctor’'s
general queries.

Send a Message — The doctor can send a message to the Site Administrator if he faces
any technical problem and to the MT Admin if he faces any transcription problem. There
is no need to enter any email address or setup Outlook to use this web-based
messaging function.

Change My Password — The doctor can change his or her account password using this
option.

Logout — The doctor can logout by clicking this button.
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Audio Archive

Audio Archive is a store of all the audio files (dictations) uploaded by the doctor as per the
contractual storage time period of these files. This feature enables the doctor to perform various
activities. For instance, he or she can listen to, download, monitor the status of the audio files, or
delete the audio files; view and download the transcribed files, and update the files attributes. All of
the files are sorted in descending order, starting from the most recent date. This page shows the
activity of the last fifteen days by default. A date-sorted report with other Report Criteria can also
be generated.
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Report Criteria

Report Criteria allows the doctor to sort the report as per the required parameters. The report can
be sorted on the MT/QA basis for a particular date range.

Steps to generate a report

1. Select the criteria basis — MT/QA basis: Select the MT/QA who has transcribed/edited the
required audio files from the drop down list. By default “All” is selected.

2. Select the period for which files are to be viewed.

3. Click on the “Generate Report” Button.

As per the report criteria selected, the system shows a total count of audio files, the file length in

minutes and size in KB (kilo bytes). By default, a list of 100 files is shown on one page. You can
jump to another page from the Page List.
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Column details:

Blue buttons on all of the columns #% are sorting buttons

1.

wn

File ID: This column displays the unique file ID assigned automatically by the system to every
audio file when the doctor uploads it.

Click the link to File ID to perform the following functions:

- Update File Information

- Download this Audio File

- Listen to this Audio File

If the file status is complete then you can also perform the following functions.

- Download the corresponding document

- View the corresponding document

- Email this document

- Faxthis document

Audio File Name: This column shows the audio file name.

Size: This column displays the audio file length in seconds and the size in K bytes. It shows 0
sec/K if information is not available in file header information.

Dictation Date/Time: This column shows the upload date and time of the audio file by the
doctor as per EST.

Stat: If the audio file is marked “Urgent” by the doctor at the time of upload, this column shows
a red color tick to signify that this audio file is to be transcribed/edited on a priority basis.
Status: This column shows the audio file status. It helps the doctor to determine the file status
which is depicted in a color schema to make it clearly visible.

< Red - File in Transit: When the file is to be downloaded by the transcriptionist, it shows
a red button with a "File in Transit" mouse-over image.

Yellow - In Process: When the file is downloaded and is being worked on by the MT, it
shows a simple yellow button with an "In Process" mouse-over image.

" Yellow 1 — Under QA1: When the file is with QA1 for editing, it shows a yellow button
(“1” image on it) with “Under QA1” mouse-over image.

2

Yellow 2 — Under QA2: When the file is with QA2 for further editing, it shows a yellow
button (“2” image on it) with a “Under QA2” mouse-over image.

& Green — Completed: After the final file is completed and assigned to the doctor, it shows
a green button (tick mark on it) with a "Completed" mouse-over image.

@ Green — e Signed: When the doctor e-signs the file, the status changes to a green
button (“e” image on it) with “e Signed” mouse-over image. Once a file is e signed by you,
the system locks it so that no other operations can be performed on the document file.

MT ID: This column shows the MT (MT/QA1/QAZ2) ID who has the file for transcription/editing.

Document File: This column displays the document file ID and a blue button " for the files

which are completed. Click the file ID or blue button to perform the following functions:

- Download this document: Download the transcribed report

- Review Audio/Document: Review the document and listen to the audio file simultaneously.

- Email this Document: This document can be emailed to the recipient on the email ID
entered here.

- Fax this Document: This file can be faxed to the recipient on this fax number.
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9. Attachment — The CiOCtOI’ can upload any attachment along with his or her audio file. This

column displays & image to show if there is a file attachment with the audio file. Click this
image to download the attachment.

10. Remarks: The last column depicts the Dictator's (Doctor’s) remarks for the transcriptionist of
the file. If you reject the file, this column displays “REJECTED.”

Checkbox Functions

At the bottom of the page, there are certain checkbox functions to facilitate group activity on a
single click. The doctor can check-mark selected audio files and perform the following functions on
all of the files simultaneously:

- Download Selected Audio Files
- Delete Selected Audio Files

Steps to play an Audio File:

1. In the first column, click on the File ID. The hyperlink will redirect you to a page showing the
details of the audio file.
2. At the bottom, click the “Listen to this audio file” button.

Steps to download an audio file:
There are two ways to download an audio file through Audio Archive. They are:

To download multiple files at a time:

1. Click on the check box in front of the file ID you want to download.

2. You can select multiple files to download.

3. Go to the bottom of the page to click the "Download Selected Audio files" radio button.
4. Click the "Perform Checkbox Operation" button.

To download a single file:

1. Click on the File ID of the file you want to download. The hyperlink will redirect you to a page
showing the details of the audio file.
2. At the bottom, click the “Download this Audio file” button.

Steps to update file information:

1. In the first column, click on the ID of the file you want to update. The hyperlink will redirect you
to a page showing the details of the audio file.
2. Make the changes as required in the text boxes next to the following file attributes:

- Associated template: Upload a new template, make changes in the existing one and update
the template information anytime. This template will be made available to MTs while they
download the audio files for transcription.

- Report Type: Select any report type from the drop down list and update information.

- Location: The doctor can simultaneously select the location and assign codes while
entering the location code when dictating a particular file. This will make it simpler to
remember, as the files will have a particular location ID. E.g. Clinic-1, Home-2, Laboratory-
3, Hospital- 4.
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3.

- Doctor's Remark: The dictator can use this to enter any short note as a reminder for them
for that specific report. He or she can also enter any remarks for the transcriptionist.

At the bottom, click the “Update File Information” button.

Steps to delete an audio file:

PwnNPE

5.

Click on the check box in front of the file ID you want to delete.

Multiple files can be selected to delete.

Go to the bottom of the page to select "Delete Selected Audio files" radio button.

Type the account password in the box. This ensures the system that the authorized person is
deleting the file.

Click the "Perform Checkbox Operation™ button.

Steps to listen the audio file as well as view the corresponding transcribed file:

1.

2.

Click on the blue button or the document file ID in the Document File column. The hyperlink will
redirect you to a page showing the details of the document file.

At the bottom, click the “Review Audio/Doc” button. This enables the doctor to correct the
transcribed file while listening to the audio file.
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Doc Archive

Document Archive stores all the transcribed reports uploaded by the MT/QA1/QA2. Doctor can
view, download, email and fax the document files, download and listen to the linked audio file. He
can also monitor the files status with the help of color schema. All the files are sorted in
descending order starting from the most recent date. This page shows the activity of last fifteen
days by default, but date wise report with other Report Criteria can also be generated.
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Report Criteria

Report Criteria allows the doctor to sort the report as per the required parameters. The report can
be sorted on the MT/QA basis for a particular date range.

Steps to generate a report

1. Select the criteria basis — MT/QA basis: Select the MT/QA from the drop down list who has
transcribed/edited the required audio files. By default “All” is selected.

2. Select the period for which files have to be viewed.

3. Click on the “Generate Report” Button

As per the report criteria selected, the system shows total count of document files. By default, list of
100 files is shown on one page, you can jump to another page from the Page List.

Column details:
1. File ID — Shows the unique file ID assigned to every transcribed file automatically by the
system as soon as the MT uploads it.

Click the link to File ID to perform the following functions-
- Download this document — to download the report
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10.

11.

- View this Document — Helps to view the document online.

- Email this Document — This document can be sent to the recipient by entering the email ID

- Fax this Document - these files can be directly sent to the recipient by entering their fax
number

- Click the Blue button to review the audio file.

MT ID — This column displays the MT/QA1/QA2 ID who had last uploaded the file for the

doctor.

Patient Name — This column shows the Patient / Client name.

Document File — This column displays the document file name.

Transcription Date / Time — This column shows the details of upload date and time of document

file by MT/QA as per EST.

Status — This column shows the file status. It helps the doctor to determine the file status,

which is depicted in a color schema to make it clearly visible.

< Red — For Approval — When MT/QA uploads the document file but doctor has not
downloaded it, this column shows red button with “For Approval” mouse over image.

& Green — Approved - When doctor downloads the document file, this column displays the
green button with "Approved" mouse over image. Transcribed file has to be downloaded by the
doctor.

@ Green — e Signed - When doctor e-signs the document file, this column shows green
button (e written on it) with “e Signed” mouse over image.

T,
Audio File — This column shows the audio file ID. It also displays the green button b signifying
that file is online. You can click it to perform the following functions:
- Download this Audio File
- Review Audio / Doc

Otherwise it displays only red button @ to show that the audio file is offline. Click this button
to send a message requesting the Admin to get the file online.

Upload — System provides the doctor an option to upload the corrected document against the
transcribed file, which he received after making edits in it. This column displays an orange

button L with “Upload Corrected File’ mouse over image. Click this button to upload the

corrected file.
Remarks — Last column depicts the transcriptionist's/editor’'s remarks for the file, which he
gives while uploading the transcribed file.

Checkbox Functions

At the bottom of the page, there are certain checkbox functions to facilitate group activity on a
single click. Doctor can check mark selected audio files and can perform the following functions on
all the files in one go:

Download/View Selected Documents
E Signature Approval
Reject Files
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Steps to download a transcribed report:

There are two ways to download a document file through Doc Archive. They are:
First Way (To download multiple files at a time)

1. Click on the check box in front of the file ID you want to download.

2. You can select multiple files to download.

3. Go at the bottom of the page to select "Download/View Selected Documents”.
4. Click "Perform Checkbox Operation".

Second Way (To download a single file)

1. Click on the ID of the file, which you want to download. The hyperlink will redirect you to a page
showing the details of the document file.
2. At the bottom, click the “Download this Document” button.

Steps to view a transcribed report:

1. Click on the File ID of the file, which you want to view. The hyperlink will redirect you to a page
showing the details of the document file.
2. At the bottom, click the “View this Document” button.

Steps to mail or fax the transcribed report:

1. Click on the File ID of the file, which you wants to mail or fax. The hyperlink will redirect you to
a page showing the details of the document file.

2. Enter the recipient’'s email or fax number in the text box.

3. Click “Email this Document” or “Fax this Document” button as required.

Steps to update file information:

1. Click on the File ID of the audio file in the “Audio File” column, which you want to update. The
hyperlink will redirect you to a page showing all the details of the document file.
2. Make the changes in text boxes against the following file attributes as required
Associated template — You can upload a new template, make any changes in the existing
one and update the template information anytime. This template will be made available to
MT’s while they download the audio files for transcription.
Report Type — Can select any report type from the drop down list and update information.
- Location — Doctor can select the location and make some codes so that while dictating a
particular file the location code can be entered. This will make it simpler to remember, as
the files will have a particular location ID. Eg. Clinic-1, Home-2, Laboratory-3, Hospital- 4.
- Doctor's Remark - Dictator can use this to enter any short note as a reminder for them for
that specific report. Also can enter any remarks for the transcriptionist.
3. At the bottom, click the “Update File Information” button.

Steps to e sign or unsign the document file

1. Click on the check box in front of the file ID you want to e sign or unsign.
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You can select multiple files.

Go at the bottom of the page to select “eSignature Approval” for e signing or “Unsign Files” for
unsigning.

Enter the login ID and Password to confirm.

Click "Perform Checkbox Operation”. The status of the file changes to green with e mark.

Steps to reject the document file

arwdE

Click on the check box in front of the file ID you want to reject

You can select multiple files.

Go at the bottom of the page to select “Reject Files”

Enter the login ID and Password to confirm the file rejection.

A new screen appears. Enter the reason for file rejection. Click the “Reject Selected Files”
button.

Steps to Upload the Corrected Document

1.

2.

3.

In the “Upload” column click the orange button against the document file for which you want to
upload the corrected document.

A new screen appears. Browse your local hard drive for the file that needs to be uploaded.
Click 'Upload & Attach Corrected File' button at the bottom.

The corrected document will replace the original uncorrected document. The original uncorrected
document will be automatically emailed to the transcription company.

Steps to play (listen) an Audio File:

Doctor can also listen a particular audio file through Doc Archive.

1.

2.

3.

In the first column click on the File ID. The hyperlink will redirect you to a page showing the
details of the document file.

At the bottom, click the blue button. The hyperlink will again redirect you to a page showing the
details of the corresponding audio file.

At the bottom, click the “Listen to This Audio File”.

Steps to download an audio file:

Doctor can also download a particular audio file through Doc Archive in two ways
First Way

1.

2.

3.

In the first column click on the File ID. The hyperlink will redirect you to a page showing the
details of the file.

At the bottom, click the blue button. The hyperlink will again redirect you to a page showing the
details of the corresponding audio file.

At the bottom, click the “Download this Audio File”.

Second Way

1.

2.

In the Audio File Column, click the green button or the file ID. The hyperlink will redirect you to
a page showing the details of the audio file.
At the bottom, click the “Listen to This Audio File”.
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Steps to listen the audio file as well as view the corresponding transcribed file:

1. In the Audio File Column, click the green button or the file ID. The hyperlink will redirect you to
a page showing the details of the audio file.

2. At the bottom, click the “Review Audio/Doc”. This enables the doctor to review the transcribed
file while listening to its corresponding audio file.
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Under Transcription

Under Transcription stores all the uploaded audio files which are in the transcription/editing
process. The count of this folder decreases by the number of files uploaded by the MT/QA1/QA2
and it stops displaying in this folder. Accordingly, its status changes in Audio Archive. The doctor
can perform various activities such as listen, download or delete the audio files, update the file
information, and monitor file status online.

Total count of the audio files, total length in minutes and total size in kilobytes (KB) is displayed at
the top of the page. By default, 100 files are shown on one page. You can jump to another page
from the Page List to view rest of the files.
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D ra what would 0 do with the selected files?

17 Delete Selected Audio Files

Confirm your password for file deletion: poo

Perform my selected action | |

[ ] [ [ | [nknown Zone (Mised)

Column details

All the column buttons 4% are sorting buttons.

1.

wnN

File ID: This column displays the unique file ID assigned automatically by the system to every
audio file when the doctor uploads it. Click the link to File ID to perform the following functions:
- Update File Information

- Download this Audio File

- Listen to this Audio File

Audio File Name: This column shows the audio file name.

Size: This column displays the audio file size in Kbytes and length in seconds in a bracket. It
shows 0 sec/K if information is not available in file header information.

Dictation Date/Time: This column displays the upload date and time of the audio file by the
doctor as per EST.

Stat: If the audio file is marked “Urgent” by the doctor at the time of upload, a red tick mark is
shown to signify that this audio file is to be transcribed/edited on a priority basis.

Status: This column shows the file status. It helps the doctor to monitor the file status online
through a color schema.
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e Red - File in Transit: When the file is to be downloaded by the transcriptionist, it shows a
red button with a "File in Transit" mouse-over image.

Yellow - In Process: When the file is downloaded and being worked on by the MT, it shows
a simple yellow button with an "In Process" mouse-over image.

" Yellow 1 — Under QA1: When the file is with QA1 for editing, it shows a yellow button (“1”
image on it) with an “Under QA1” mouse-over image.

2

Yellow 2 — Under QA2: When the file is with QA2 for further editing, it shows a yellow
button (“2” image on it) with an “Under QA2” mouse-over image.
When the transcription company uploads the final document file, it stops displaying here and its
status changes to green with a tick mark in Audio Archive.

7. MT ID: This column shows the MT/QA1/QA2 ID under whom the file is being
transcribed/edited.

8. Document File — This column does not display anything until and unless the final document file
is uploaded.

i
9. Attachment: This column displays the & image to signify that the doctor has uploaded an
attachment. Click it to download the attachment.
10. Remarks: The last column depicts the Dictator's (Doctor’s) remarks for the file’s transcriptionist.

Checkbox Functions

At the bottom of the page there are certain checkbox functions to facilitate group activity on a
single click. The doctor can check-mark selected audio files and can perform the following
functions on all the files at one time:

- Download Selected Audio Files

- Delete Selected Audio Files

Steps to play an Audio File:

1. In the first column, click on the File ID. The hyperlink will redirect you to a page showing the
details of the audio file.
2. At the bottom, click the “Listen to this audio file” button.

Steps to download an audio file:

There are two ways to download an audio file through the Under Transcription folder. They are:

To download multiple files at a time

1. Click on the check box in front of the file ID you want to download.

2. Multiple files can be selected to download.

3. Go to the bottom of the page to select the "Download Selected Audio files" radio button.

4. Click the "Perform Checkbox Operation™ button.

To download a single file:

1. Click on the File ID you want to download. The hyperlink will redirect you to a page showing the
details of the audio file.

2. At the bottom, click the “Download this Audio file” button.
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Steps to update file information:

1. Click on the File ID you want to download. The hyperlink will redirect you to a page showing the
details of the file.
2. Make the changes in text boxes next to the following file attributes as required:

- Associated template: Upload a new template, make any changes in the existing one, and
update the template information anytime. This template will be made available to MTs while
they download the audio files for transcription.

- Report Type: Select any report type from the drop down list and update information.

- Location: The doctor can simultaneously select the location and assign codes while
entering the location code when dictating a particular file. This will make it simpler to
remember, as the files will have a particular location ID. E.g. Clinic-1, Home-2, Laboratory-
3, and Hospital- 4.

- Doctor's Remark: The dictator can use this to enter any short note as a reminder for them in
that specific report. He or she can enter any remarks for the transcriptionist.

3. At the bottom, click the “Update File Information” button.

Steps to delete an audio file:

Click on the check box in front of the file ID you want to delete.

Multiple files can be selected.

Go to the bottom of the page to select the "Delete Selected Audio files" radio button.

Type the account password in the box. This ensures the system that the authorized person is
deleting the file.

Click the "Perform Checkbox Operation” button.

A new screen will appear. Type the reason for deletion in the text box.

Click the “Delete Selected Audio Files” button. A new screen will appear confirming the
successful deletion of the file.

PwnPE

No g
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Transcripts For Approval

“Transcripts for Approval” stores all of the transcribed reports waiting for approval by the doctor.

The count of this folder decreases when the doctor downloads the transcribed file.

It stops

displaying here. Accordingly, its status changes in Doc Archive. The doctor can view, download,
review, email or fax the transcribed files, update file information, play or download the audio files,
upload corrected documents, and reject the files.

The total count of transcribed files due for approval by the doctor is displayed at the top of the
page. By default, 100 files are shown on one page. You can jump to another page from the Page
List to view rest of the files.

/}Healthcare Information Technology Online Interface - Microsoft Internet Explorer pravided by Welcom To Planet Indoi = x|

File Edt View Favortes Tooks Hep ‘
Back - & - @ (3] A DGearch [EFavortes vedia (B | 55 S [0 - 15 @

Address [&] 8.143,3, 15{asp.htril = Pa |Lin>6‘@ -
Medikin online Transcripts for Approval ||

Help

Transcribed Files Due for Approval : 1
Click on FILE ID to download, view and/or edit

rrent Page: 1 Jump to Page: 1

i+ Flle j1o)
nmo 3 Potient Name |© Dacument File |3 Transcriptian Date Time m.., i L.,,..,ad

D pownload Recent Files l' LIT7ET  Mary oc  2005-04-22 13:18:00 Q'  (@ioau4e

) What would you like to do with the selected files?
]

€ Downlosdfview Selected Dacuments

Click to view

€ esignature Approval: (Please enter eSianature Login 1D and password)

Login| Fassuord | Message |

Enter sccount passward for file rejection:

perform my selectsd action |

B search Records

Medikin online
Tumaround Time Reports

D silling Report

Account Activity Logs

D -
D vy Contacts
Send A Messag =l

[ [ [ |unknown Zone (Mied)

Column details:

All of the column buttons #% are sorting buttons:

1.

wnN

File ID: This column shows the unique file ID assigned automatically by the system to every
document file when the MT/QA1/QAZ2 uploads it. Click the link to File ID to perform the
following functions:
- Download this document
- View this Document
- Email this Document
- Fax this Document
- Click the Blue button to perform the following functions on the audio file:
= Update File Information
» Download this Audio File
= Listen to this Audio File
MT ID: This column shows the MT/QA1/QA2 ID who last uploaded the document file.
Patient Name: This column shows the Patient/Client name.
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4. Document File Name: This column shows the document file name.

5. Transcription Date/Time: This column displays the upload date and time of the transcribed file
by the MT/QAL1/QAZ2 as per EST.

6. Status: This column shows the file status. It helps the doctor to monitor the file status online.

e Red — For Approval: When the transcribed file has been uploaded by the MTSO and is
waiting for approval by the physician, a red button with a “File for Approval” mouse-over image
is displayed. When the physician downloads the file, it stops displaying here and its status
changes to green in Doc Archive.

@ Green — e Signed: When the doctor e signs the transcribed file, a green button with an “e
Signed” mouse-over image is displayed.
™
7. Audio File: This column shows the audio file ID. It also displays the green button &
that the file is online. Click it to perform the following functions:
- Download this Audio File

- Review Audio / Doc

signifying

It displays a red button @ to show that the audio file is offline. Click this button to send a
message requesting the administrator to get the file online.

8. Upload: The system provides the doctor with an option to upload the corrected document
against the transcribed file, which he received after making edits to it. This column displays an

orange button " with an “Upload Corrected File” mouse-over image. Click this button to

upload the corrected file.

9. Remarks: If the transcriptionist faced any problem while transcribing the audio file and he or
she feels that it should be brought to the attention of the concerned doctor, the system provides
him or her with the option to make a remark for the audio file while uploading the document file.
This column displays this remark for the file.

Checkbox Functions

At the bottom of the page there are certain checkbox functions which facilitate group activity on a
single click. The doctor can check-mark selected audio files and perform the following functions on
all of the files at one time:

- Download/View Selected Documents

- E Signature Approval

- Reject Files

Steps to download a transcribed report:

There are two ways to download a document file through “Transcripts for Approval”. They are:

To download multiple files at a time:

1. Click on the check box in front of the file ID you want to download.

2. Multiple files can be selected to download.

3. Go to the bottom of the page to select "Download/View Selected Documents”.

4. Click "Perform Checkbox Operation".

To download a single file:

1. Click on the file ID you want to download. The hyperlink will redirect you to a page showing the
details of the file.

2. At the bottom, click the “Download this Document” button.
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Steps to view a transcribed report:

1.

2.

Click the File ID you want to view. The hyperlink will redirect you to a page showing the details
of the file.
At the bottom, click the “View this Document” button.

Steps to email or fax the transcribed report:

1.

2.
3.

Click the File ID you want to fax or email. The hyperlink will redirect you to a page showing the
details of the file.

Enter the recipient’s email or fax number in the text box as required.

Click either the “Email this Document” or the “Fax this Document” button as required.

Steps to update file information:

1.

2.

3.

Click on the File ID of the audio file to be updated in the “Audio File” column. The hyperlink will

redirect the doctor to a page showing all of the details of the file.

Make the changes in text boxes next to the following file attributes as required:

- Associated template: Upload a new template, make any changes in the existing one, and
update the template information anytime. This template will be made available to MTs while
they download the audio files for transcription.

- Report Type: Select any report type from the drop down list and update information.

- Location: The doctor can simultaneously select the location and assign codes while
entering the location code when dictating a particular file. This will make it simpler to
remember as the files will have a particular location ID. E.g. Clinic-1, Home-2, Laboratory-3,
and Hospital- 4.

- Doctor's Remark: The dictator can use this to enter any short note as a reminder for them
on that specific report. He or she can also enter any remarks for the transcriptionist.

At the bottom, click the “Update File Information” button.

Steps to e sign the document file:

arwpdPE

Click on the check box in front of the file ID you want to e sign.

Multiple files can be selected.

Go to the bottom of the page to enable the “eSignature Approval” radio button.

Enter the login ID and Password to confirm the e sign.

Click "Perform Checkbox Operation". The status of the file changes to a green button with the e
mark.

Steps to reject the document file:

arwpdE

Click on the check box in front of the file ID you want to reject.

Multiple files can be selected.

Go to the bottom of the page to enable the “Reject Files” radio button.

Enter the login ID and Password to confirm the file rejection.

A new screen appears. Enter the reason for the file rejection. Click the “Reject Selected Files”
button.
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Steps to Upload the Corrected Document:

1. In the “Upload” column, click the orange button next to the document file to upload the
corrected document.

2. A new screen appears. Browse your local hard drive for the file that needs to be uploaded.

3. Click the “Upload & Attach Corrected File” button at the top or at the bottom.

This corrected document will replace the original uncorrected document. The original document will

automatically be emailed to the transcription company.

Steps to play an audio file:

1. In the first column, click on the File ID. The hyperlink will redirect you to a page showing the
details of the file.

2. At the bottom, click the blue button. The hyperlink will again redirect you to a page showing the
details of the corresponding audio file.

3. At the bottom, click “Listen to this audio file”.

Steps to download an audio file:

The doctor can also download a particular audio file from this screen in two ways.

First Way

1. In the first column, click on the File ID. The hyperlink will redirect you to a page showing the
details of the file.

2. At the bottom, click the blue button. The hyperlink will again redirect you to a page showing the
details of the corresponding audio file.

3. At the bottom, click “Download this Audio File”.

Second Way

1. In the Audio File Column, click the green button or the file ID. The hyperlink will redirect you to
a page showing the details of the audio file.

2. At the bottom, click “Listen to This Audio File”".

Steps to listen to the audio file as well as view the corresponding transcribed file:

1. In the Audio File Column, click the green button or the file ID. The hyperlink will redirect you to
a page showing the details of the audio file.

2. At the bottom, click the “Review Audio/Doc”. This enables the doctor to review the transcribed
file while listening to the audio file.
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Download Recent Files

Installation:

1. Give the site administrator the exact location address of the folder on your PC where you want
the system to download the document files. For example, the address might be c:/audio.

2. This one-time installation process to download and install the program file is automatic. It might
take up to 15 minutes based on your Internet connection. The size of the program file is 1 MB.

3. To confirm whether the software is installing, move your cursor over the address bar that reads:
"https://198.143.3.15/scripts/autodownload.cgi - Microsoft Internet Explorer”. If the cursor icon
changes then the software is being downloaded. Wait until it is finished. If this fails, check your
Internet connection and make sure the Windows configuration is up-to-date. To update the
Windows configuration open Internet Explorer, go to "Tools" and click "Windows Update".

4. The software will automatically install itself after it is downloaded. After successful installation, a
grid that shows document files will appear on the same page, if there are any files for
download.

/ https://198.143.3.15 /scripts/autodownload.cgi - Microsoft Internet Explo N ] 4 | =@ x|

=l
Download Recent Files (ATX) ‘
~| @ |Llnks‘@"
Your account settings (notify administrator if there are any changes): Transcripts for Approval
Douwnload Fie(s) folder - c:idawnioadi 23,

File Mame i Creation Date

o files to display.

There are na filels] or your attention. Please tr later,

Download and Print Selected Files |

Dawnload Selected Files |

Open Downloads Folder |

| [ | |unknown Zone (Mixed)

Functionality:

This program downloads all of the files awaiting download to a specified directory on the user
machine so that the user does not have to manually download individual files. The system shows
all of the files in the Download Grid, and based on user selection, files are downloaded to the
specified Downloads Folder and printed (if selected). The system can also be set to automatic so
that it will keep checking for files to be downloaded after a fixed interval and it will download them
to the Downloads Folder and print without user initiation. The progress bar shows the file download
status and provides a confirmation message after downloading is complete.
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FAQ:

1. What is the Downloads Folder?
The Downloads Folder contains all of the files that are to be downloaded or copied.

2. What file formats can be downloaded?
All file formats, as specified in the account settings, can be downloaded including but not
limited to: .wav, .dss, .mp3, .vox, .doc, .txt, .rtf. These file formats need to be configured for
your account to prevent download of any unwanted files (or virus). Please confirm with the site
administrator the file types that are allowed for your account.

3. What is the automatic download procedure and how can | set this for my account?
The system can be set to automatic to keep checking the servers after a fixed interval and will
download available files to the Downloads Folder without user initiation. This way, the user
does not have to select the files for download and the system will run on its own. This module
runs automatically until the Multiple File Download window is opened and the user is logged
onto the system. Please contact the site administrator to enable this feature on your account.

4. What needs to be done if | want to change the Folder address?
Please notify the site administrator with the exact address of the new folder. You can send a
message through the "Send a Message" feature on the system.

5. What should | do if the upload program is not working?
First make sure the software is properly installed on your computer. The way to confirm this is
to make sure the Downloads Grid can be seen on the Download Window. If the Downloads
Grid is shown, the problem may be that the site administrator does not have the exact location
address of the Uploads Folder on your PC. Also check your Internet connection.

STATscript Online Private & Confidential 21



Manual Audio Upload

This option allows the doctor to manually upload the audio files for transcription. After downloading
the files from any dictating device on your computer, you can upload them for transcription/editing
processes through this easy to use, secure interface. The process is similar to attaching the file to
an email. The files dictated on a toll-free number get uploaded automatically.

A Healthcare Information Technology Online Interface - Microsoft Internet Explorer provided by Welcom To Planet Indore -18] x|
Fle Edt View Favorites Took Help |
dBack - = - (D [F] & | Dsearch [GFavortes Fhveda 4| B S 0 - H @

Address [] hrtp: 192.143.3. 15/asp. himl -] e | Il | & -

= Upload Audio (Individual) =
sllows you to upload your AUDIC Files For processing through this easy to use, secure interface.,
Just Fallow these steps:
1) Browse your local hard drive For the file you want bo upload.
) Mark the file 'orgent f desired.
3) Link the file ta  template if desired
4) Attach & message b the file (i.e. Special instructions).
5) Repeat For sach Flle.
5) lick 'Upload Selected File(s).
wihen your file is uploaded it wil be encrypted for security.
Upload File(s) ||
Uplaad Selected File(s)
ename 1: [ N
B search Records
Stat: ] Template:  [Mone -
Turnaround Time Reports Report Type : Hione - Location | Mone -
File Comment: | Attachmant: Browse...
D silling Report
Stat ¢ r Template : Mone -

Do P T E— | weation - [uone 2]
€ vy Contacts Fie Comments | Attachment: Browse
Send A

: o 3: I W T
[ . = T ——— |
[&] pone [ [ [ [Onknown zone (Mied)

Follow these steps for manual audio file upload:

N

Click Stat to mark the file “urgent” if desired.

Click Browse to select the file to be uploaded from the local hard drive.

3. Template- Choose from the drop down list and link the file to a template if desired. These
templates are available in the drop down list only if doctor has already uploaded them.

4. Report type — Chose the report type from the drop down list.

5. Location — Codes can be assigned to various locations using the “Location Type” settings

based on the location where the doctor is expected to dictate his audio file. These locations will

appear in the drop down list. The system will automatically consider the location code
according to the selection made in this drop down list. E.g.: Clinic-1, Home-2, Laboratory-3, or
Hospital- 4. The system will consider 1 if “Clinic” is selected.

6. File Comment —Attach any comment or message to the file (special instructions) for the MT.
Repeat the above steps for attaching each file.

7. Click “Upload Selected File(s)” Nine files can be uploaded at one time.
A screen will appear showing confirmation of file(s) uploaded by the site.
When the file is uploaded, it will be encrypted for security.
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Auto Audio Upload (ATX)

How to download audio files from digital recorder:

Before downloading the audio files from the digital recorder, ensure that the DSS Player Software
of the respective digital recorder (which you are using) is installed. For e.g. If you are using an
Olympus/Philips Digital Recorder then the Olympus/Philips DSS player should be installed
accordingly.

These are the steps to follow for Olympus Digital Recorder DSS Player Software installation.
Follow the steps shown below to change the settings so that your PC will automatically download
the audio files from the digital recorder when you connect it with the PC.

1. If using Windows XP, open the DSS Player from the Start Menu/All Programs. If using an
earlier version, open from your Start Menu/Program Files. Once the DSS Player is open, Click
on Tools/Options.

P LTI UMURE FEIHLELERE:

o e

. Wyt [r35 Plages 00
B T Pevars Ohrwons 055 Plover 2002

2. (Optional) On the Download tab, under the Delete section, enable the “After downloading a file,
delete the original file” checkbox.
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3. Click the button with three dots under the “Download folder” section on the Download

tab.

4. Browse to .C:\source where the system will download the audio files from the digital recorder.

Click the OK button.
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5. Enable the “After detecting the device, download all data” checkbox on the Download tab under

the Auto Download section.

-Dowrloaci-i C o nication

[ elete
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6. Enable the “Auto Adjust Date and Time When Connecting to Recorder” under the

Communication tab. Click the OK button.

Options

Dowrload  Communicsbon

X

[ | | cancel

Steps to download the audio file from the digital recorder:

1.
2.

3.

Insert the Recorder into the base unit. DSS Player will automatically open.
Click OK to download from the detected device prompt. The system will download all of the

audio files from the digital recorder.

Click on Download from the File Menu then Transfer User ID. Type in a unique name. This can

be initials, last name, first name, etc.

The system will download all of the audio files from the digital recorder in the specified folder.
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Installation:

1. Determine the address of the Uploads Folder by viewing the default location where the audio
files are copied on your PC when you sync your digital recorder with the PC. Give the exact
location address of this folder to the site administrator. For example, the address might be
C:/Documents and Settings/All Users/Documents/DSSPlayer/Message/FolderA.

2. This one time installation process to download and install the program file is automatic and
might take up to 15 minutes based on your Internet connection. The size of the program file is 1
MB.

3. To confirm that the software is installing, move your cursor over the address bar where it reads:
"https://198.143.3.15/scripts/autoupload.cgi - Microsoft Internet Explorer" If the cursor icon
changes then the software is being downloaded. Wait until it is finished. If the software is not
installing, check the Internet connection and make sure the Windows configuration is up-to-
date. To update the Windows configuration open Internet Explorer, go to "Tools" and click
"Windows Update". After doing this, close this window and start again by clicking "Auto Audio
Upload".

4. The software will automatically install itself after it is downloaded. After successful installation, a
grid will appear on the same page showing audio files ready for upload, if there are any. There
will also be these two buttons: "Open Uploads Folder" and "Open Backup Folder".

=181 x|

Upload Audio (Auto/Batch)
= @G |Links|@v

Your account settings (nobFy administrator IF there are any changes): Upload Audio (Individual) =

Help

Audio Files pickup Folder - <ivivdact
Backup falder where the audic file copy is saved - c:{Voved

Upload|Selected Audio Files |

open Uploads Folder |

Open Backup Folder |

| [ [ [ |unknown zone (Mixed)

Functionality:
This program uploads all of the audio files from a specified directory from the user’'s machine to the

servers so that the user does not have to upload each file individually. After dictating, the user
syncs the digital recorder to his or her PC to copy the audio file to the Uploads Folder. The system
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is set to look into the specified "Uploads Folder" and copy the available files to the Upload Grid.
The user can select the files to upload and then click on the "upload audio files" button to begin
uploading. The system can also be set to automatic so that it will keep checking the Uploads
Folder after a fixed interval and upload all of the files to the servers without user initiation. The
progress bar shows the file upload status and provides a confirmation message after uploading is
complete. A copy of the audio files is maintained in the backup folder. The files are available on the
web interface within 5 minutes of being uploaded.

FAQ:

1.

What is the Uploads Folder?

The Uploads Folder is where the audio files are copied from the digital recorder. Depending
upon how the digital recorder is set up, there may be a default folder where the audio files are
copied to/from the digital recorder. This then is the Uploads Folder. The user should provide
the exact directory location of this folder on his PC to the administrator so that the system can
be set up to enable multiple audio file uploads.

What is the Backup Folder?

The Backup Folder is user specified. This is where copies of all audio files that are uploaded
through this software are kept for future reference. The system automatically creates sub-
folders organized by date within this backup folder and puts a backup copy of the audio files in
them.

Does the software also pick up files from sub-folders of the Uploads Folder?

Yes, the software picks up files from the sub-folders within the Uploads folder. For example, the
Uploads Folder is c:/audio and there are 2 sub-folders - Folder A and Folder B. All of the files
from c:/audio as well as all of the files from c:/audio/Folder A and c:/audio/Folder B will be
picked up. This feature was specifically designed for Olympus digital recorders.

What type/brand of digital recorders or PDAs do you support?
This software supports all brands of digital recorders and PDAs. The user needs only to specify
the exact location of the Uploads Folder.

What file formats can be uploaded?

All file formats including .wav, .dss, .mp3, .vox are supported by the software. These file
formats need to be configured for your account to prevent upload of any unwanted files (or
virus). Please confirm the file types that are allowed for your account with the site administrator.

What is automatic upload procedure and how can | set this for my account?

The system can also be set to automatic so that it will keep checking the Uploads Folder after a
fixed interval and upload all of the files to the servers without user initiation. This way, the user
does not even have to select the files for upload and the system will run on its own. This
module runs automatically until the Multiple File Upload window is open and the user is logged
onto the system. Please contact the site administrator to enable this feature on your account.

How can | transfer files to the Uploads Folder from another folder?

Go to the folder that has the files you wish to upload and select the files to be moved to the
Uploads Folder. Right click your mouse button and select "Move Files". The system will allow
you to specify where you want to move the files. In this case to the Uploads Folder.
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8. What needs to be done if | want to change the Folder address?
Please notify the site administrator with the exact address of the new folder. Send a message

through the "Send a Message" feature on the system.

9. What should | do if the upload program is not working?
First, confirm that the software is properly installed on the computer. To do this, make sure the
Uploads Grid is showing on the Upload Window with the options to open the Uploads and
Backup folders directly from the grid. If the Uploads Grid is there, the problem may be that the
site administrator does not have the exact location address of the Uploads Folder on your PC.
Also check your Internet connection.
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Upload Template

This option allows the doctor to manually upload the template files for transcriptionists. The
process is similar to attaching the file to an email. The doctor can upload five templates at a time.
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Steps to upload the template:
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Click Browse to select the template to be uploaded from the local hard drive.
Template Name — Any name can be added to the template if desired.
Enable the “Set as Default” radio button to select the template as default.
Add any remark to the template if required.

Click “Upload and Attach Selected File(s)” at the top or at the bottom. Enable the “Do not

change current default template” radio button to keep the current default template.
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Upload Corrected Doc

Upload Corrected Doc stores all of the transcribed reports uploaded by the MT/QAL/QA2. The
doctor can view, download, email and fax the document files, download and listen to the linked
audio file. He or she can also monitor the file’s status with the help of color schema. All of the files
are sorted in descending order, starting from the most recent date. This page shows the activity of
the last fifteen days by default, but a date-sorted report with other Report Criteria can also be
generated.
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Report Criteria

Report Criteria allows the doctor to sort the report as per the required parameters. The report can
be sorted on the MT/QA basis for a particular date range.

Steps to generate a report:

1. Select the criteria basis — MT/QA basis: Select the MT/QA who has transcribed/edited the
required audio files from the drop down list. By default “All” is selected.

2. Select the period for which files must be viewed.

3. Click on the “Generate Report” Button.

As per the report criteria selected, the system shows a total count of document files. By default, a
list of 100 files is shown on one page. You can jump to another page from the Page List.
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Column details:

1.

arwnN

o

File ID: Shows the unique file ID assigned automatically by the system to every transcribed file

as soon as the MT uploads it.

Click the link to File ID to perform the following functions:

- Download this document — Download the report.

- View this Document — View the document online.

- Email this Document — This document can be sent to the recipient by entering the email ID.

- Fax this Document - These files can be directly sent to the recipient by entering their fax
number.

- Click the Blue button to review the audio file.

MT ID: This column displays the MT/QA1/QA2 ID who has last uploaded the file for the doctor.

Patient Name: This column shows the Patient/Client name.

Document File: This column displays the document file name.

Transcription Date/Time: This column shows the details of upload date and time of the

document file by the MT/QA as per EST.

Status: This column shows the file status. It helps the doctor to determine the file status which

is depicted in a color schema to make it clearly visible.

< Red — For Approval: When the MT/QA uploads the document file but the doctor has not
downloaded it, this column shows a red button with a “For Approval” mouse-over image.

< Green — Approved: When the doctor downloads the document file, this column displays a
green button with an "Approved” mouse-over image. The transcribed file has to be downloaded
by the doctor.

Green — e Signed: When the doctor e-signs the document file, this column shows a green
button (“e” image on it) with an “e Signed” mouse-over image.
Audio File: This column shows the audio file ID. It also displays a green button & signifying
that file is online. Click it to perform the following functions:
- Download this Audio File
- Review Audio/Doc

If the file is not online, it displays a red button @ to show that the audio file is offline. Click this
button to send a message requesting the Administrator to get the file online.

Upload: The system provides the doctor with an option to upload the corrected document
against the transcribed file, which he received after making edits to it. This column displays an

orange button % with an “Upload Corrected File” mouse-over image. When the file status is a

green button, the file is approved. Click this button to upload the corrected file.
Remarks: The last column depicts the transcriptionist’s/editor’'s remarks for the file, which he or
she gives while uploading the transcribed file.

Checkbox Functions

At the bottom of the page there are certain checkbox functions to facilitate group activity on a
single click. The doctor can check-mark selected audio files and can perform the following
functions on all the files at one time:

Download/View Selected Documents
E Signature Approval
Reject Files
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Steps to Upload the Corrected Document

1. To upload the corrected document, click the orange button next to the document file you want
in the “Upload” column.

2. A new screen appears. Browse your local hard drive for the file that needs to be uploaded.

3. Click 'Upload & Attach Corrected File' button at the bottom.

The corrected document will replace the original uncorrected document. The original uncorrected

document will be automatically emailed to the transcription company.

A new screen appears confirming the successful upload of the file.
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Steps to download a transcribed report:

There are two ways to download a document file through Doc Archive. They are:
To download multiple files at a time:

1. Click on the check box in front of the file ID you want to download.

2. You can select multiple files to download.

3. Go to the bottom of the page to select "Download/View Selected Documents”.
4. Click "Perform Checkbox Operation."

To download a single file:
1. Click on the ID of the file you want to download. The hyperlink will redirect you to a page

showing the details of the document file.
2. At the bottom, click the “Download this Document” button.
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Steps to view a transcribed report:

1.

2.

Click on the File ID of the file you want to view. The hyperlink will redirect you to a page
showing the details of the document file.
At the bottom, click the “View this Document” button.

Steps to email or fax the transcribed report:

1.

2.
3.

Click on the File ID of the file you want to email or fax. The hyperlink will redirect you to a page
showing the details of the document file.

Enter the recipient’'s email or fax number in the text box.

Click the “Email this Document” or the “Fax this Document” button as required.

Steps to update file information:

1.

2.

3.

In the “Audio File” column, click on the File ID of the audio file you want to update. The

hyperlink will redirect you to a page showing all the details of the document file.

Make the changes in text boxes next to the following file attributes as required:

- Associated template: Upload a new template, make changes in the existing one and update
the template information anytime. This template will be made available to MTs while they
download the audio files for transcription.

- Report Type: Select any report type from the drop down list and update information.

- Location: The doctor can simultaneously select the location and assign codes while
entering the location code when dictating a particular file. This will make it simpler to
remember, as the files will have a particular location ID. E.g. Clinic-1, Home-2, Laboratory-
3, or Hospital- 4.

- Doctor's Remark: The dictator can use this to enter any short note as a reminder for them
for that specific report. He or she can also enter any remarks for the transcriptionist.

At the bottom, click the “Update File Information” button.

Steps to e sign or un-sign the document file:

1.
2.
3

4,
5.

Click on the check box in front of the file ID you want to e sign or un-sign.

Multiple files can be selected.

Go to the bottom of the page to select “e Signature Approval” for e signing or “Un-sign Files” for
un-signing.

Enter the login ID and Password to confirm.

Click "Perform Checkbox Operation." The status of the file changes to green with an e mark.

Steps to reject the document file:

arwdE

Click on the check box in front of the file ID you want to reject

Multiple files can be selected.

Go to the bottom of the page to select “Reject Files.”

Enter the login ID and Password to confirm the file rejection.

A new screen will appear. Enter the reason for the file rejection. Click the “Reject Selected
Files” button.
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Steps to play (listen) an Audio File:

1.

2.

3.

In the first column, click on the File ID. The hyperlink will redirect you to a page showing the
details of the document file.

At the bottom, click the blue button. The hyperlink will again redirect you to a page showing the
details of the corresponding audio file.

At the bottom, click the “Listen to This Audio File” button.

Steps to download an audio file:

Doctor can download a particular audio file in two ways
First Way

1.

2.

In the first column, click on the File ID. The hyperlink will redirect you to a page showing the
details of the file.

At the bottom, click the blue button. The hyperlink will again redirect you to a page showing the
details of the corresponding audio file.

3. At the bottom, click the “Download this Audio File” button.
Second Way
1. In the Audio File Column, click the green button or the file ID. The hyperlink will redirect you to

2.

a page showing the details of the audio file.
At the bottom, click the “Listen to This Audio File” button.

Steps to listen the audio file as well as view the corresponding transcribed file:

1.

2.

In the Audio File Column, click the green button or the file ID. The hyperlink will redirect you to
a page showing the details of the audio file.

At the bottom, click the “Review Audio/Doc” button. This enables the doctor to review the
transcribed file while listening to its corresponding audio file.
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Template Archive

The Template Archive is a store of all the templates uploaded by the doctor for the MT. This option
gives you the flexibility to manage the templates. You can view, download, delete, update the
template information, change the default template, and also modify it.

A count of total templates is displayed at the top of the page.
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Column details:

All of the column buttons #% are sorting buttons.

1.

2.

Template ID: This column shows the unique ID assigned automatically by the system to every
template when the doctor uploads it.

Template Name: This column displays the name given to the template by the doctor while
uploading it.

File Name: This column displays the actual name of the template file with its extension.

Owner ID: This column shows the dictator (doctor) ID who is the owner of the template file.
Default: The doctor has the flexibility to mark a template as default while uploading it so that the
system automatically picks up this template whenever he or she uploads any audio file. If the
doctor uploads any other template along with the audio file, the system picks up this template
instead of the default template. This column shows the tick mark with a “Default” mouse-over
image if the template is default.

Last Modified Date: This column shows the date when the last modification was made to the

template.

Edit: The system provides to the doctor the option of modifying the template at any stage. This
dl

column displays a dark yellow button. Click this button to modify the template.

Remarks: This column shows the comment added by the doctor while uploading the template.
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Checkbox Functions

At the bottom of the page, there are some checkbox functions that can be used to facilitate group
activity on a single click. The doctor can check-mark the templates and perform the following
functions:

- Download Selected Templates

- Change Default Template

- Delete Selected Templates

Steps to update the template information:

1. Click the Template ID in the “Template ID” column. The hyperlink will redirect you to a page
showing the details of the template. You can only add remarks to the template.

2. Click the “Update File Information” button at the bottom.

Steps to view the template:

1. Click the Template ID in the “Template ID” column. The hyperlink will redirect you to a page
showing the details of the template.

2. Click the “View this Template” button at the bottom.

Steps to download the templates:

There are two ways to download a template file through the Template Archive. They are:

To download multiple template files at a time

1. Click on the check box in front of the Template ID you want to download.

2. Multiple templates can be selected to download.

3. Go to the bottom of the page to enable the "Download Selected Templates" radio button.
4. Click the "Perform Checkbox Operation™ button.

To download a single file

1. Click on the Template ID you want to download. The hyperlink will redirect you to a page
showing the details of the template.

2. At the bottom, click the “Download this Template” button.

Steps to change default template

1. Select the template you want to set as default by enabling the respective checkbox in the
Template ID column.

2. Go to the bottom of the page to enable the “Change Default Template” radio button.
3. Click the “Perform Checkbox Operation” at the bottom.
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Steps to delete the template

1. Select the template you want to delete by enabling the respective checkbox in the Template ID
column. Multiple templates can be selected.

2. Go to the bottom of the page to enable the “Delete Selected Templates” radio button.

3. Click the “Perform Checkbox Operation” at the bottom.

Steps to modify the template

1. Click the dark yellow button in the “Edit” next to the corresponding template you wish to modify.
2. Modify the template as required. There are three options

- Browse the new template file

- Change the template name

- Change the remark
3. Click the “Upload and Attach Selected File(s)” button at the top or at the bottom.
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Search Records

Search EPR is one of the most attractive features of our system. It helps the doctor to retrieve the
medical (patient) records according to the selected search criteria. He or she can search the files
(both audio and transcribed) on the basis of various criteria: file type, file fields, file ownership,
patient details, report type, and doctor details for a particular duration.
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Search Criteria are based on the following points:

1. File Type — The user can search the files on the basis of its type, either audio or document.

2. Upload Date From — To — The user can select the period during which he or she thinks that the
file/files was/were uploaded.

3. Search on File Fields — The user can search files on the basis of their fields as listed below:

File ID: Users can search files on the basis of the File ID assigned to it by the system
when it is uploaded. Select “File ID” from the drop down list and enter the required file
ID in the text box next to “matching”.

File Name: Files can also be searched on the basis of their names. Select “File Name”
from the drop down list and enter the required file name in the text box next to
“matching”.

File Extension: Files can also be searched on the basis of their extension. Select “File
Extension” from the drop down list and enter the required file extension. For instance,
.wav, .dss for audio files or .doc, .txt for document files.

4. Search on file Ownership - Users can search the file on either of the following ownership basis:

Audio File: Dictator ID — Users can search the file on the basis of Dictator ID (whom it
actually belongs to). Select the particular dictator from the drop down list.

Document File: Transcriptionist ID (MT/QA1/QAZ2). Doctors can also search the file on
the basis of the transcriptionist’s/editor’s ID (who transcribed/edited the file).

STATscript Online Private & Confidential 38



Search for Patient Details - Users can search the file by entering the details of the Patient as
listed below:

- Name: Enter the required patient’s name.

- SSN: Social Security Number

- MRN: Medical Record Number

- Date of Birth: Date of Birth of the patient

- Sex: Gender of the Patient

- Dates: Files can be searched on the basis of important dates as listed below:

Date of Consultation — When the patient consults the doctor.
Date of Admission — When the patient gets admitted in the hospital or clinic.
Date of Operation — When the patient is operated upon.

Search on Report - Users can search the file by any of the following criteria:

- Report type: There can be different types of reports depending upon the area of
specialization in the medical field such as ophthalmology, orthopedics, operative, etc.
Users can search the file on the basis of its type.

- Location: The system allows the doctor to dictate the audio file from various locations
such as their home, the hospital, the clinic, or any department within the hospital. Files
can also be searched on the basis of the location from where it was dictated.

- Stat (urgent): Users can also search the file according to how it was marked: stat
(urgent) or merely a normal file.

- Note: Files can also be searched on the basis of any specific note attached to the file
while uploading it.

Search on Doctors — The user can also search the file by one of the following:

- Providers Name: Name of the doctor (dictator) who dictated the audio file.

- Referring Physician: Name of the physician who has been referred to the patient by the
doctor (dictator).

Steps to search files:

=

7.

8.

Select either the Audio or the Document radio button as required.

Select the approximate date duration, i.e. the time period within which you think the file was
uploaded.

To search for the files on the basis of any file field, select the appropriate field from the drop
down list and enter the required value in the text box.

To search for the files on the basis of file ownership, select the dictator ID for the audio file and
the transcriptionist’s ID for the document file from the respective drop down lists.

To search for the files on the basis of patient details, enter the patient information such as the
patient name, SSN, MRN, date of birth, sex, admit date, consultation date, or operation date. It
is not necessary to enter all of the patient details to search for the file.

To search for files on the basis of report details, enter the required information in the fields such
as report type, location, stat (urgent), and note.

To search for files on the basis of doctor details, enter the available information such as the
doctor (provider) name and the referring physician.

Click on the “Search EPR” Button.

Steps to search for the file on the basis of file fields:

1.
2.

Select the file type: audio or document.
Select the duration.
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3. Select the search field: File ID, File Name, or File Extension and then enter the required
matching value for the field selected.
4. Click the “Search EPR” button.

Steps to search for the file on the basis of file ownership:

1. To search for the audio file, select the Dictator ID from the combo box.
2. To search for the document file, select the Transcriptionist ID from the combo box.
3. Click the “Search EPR” button.

Steps to search for the file on the basis of patient details:

1. Enter the name, SSN, MRN, Date of Birth, or whatever information you have. Select the gender
if known. The consultation date, admit date, or operation date from the combo box below the
option of “Sex” can be selected.

2. Click “Search EPR” button.

Steps to search for the file on the basis of report details:

1. Select the report type, location from the combo boxes based on the information known by the
user. The user can also search files on the basis of emergency status of the files (normal or
stat) by selecting the required radio button. If there was a note attached to it, enter the text of
the note in the text box next to “Note.”

2. Click the “Search EPR” button.

Steps to search for the file on the basis of doctor details:

1. Select the name of the provider or the referring physician from the combo box.
2. Click the “Search EPR” button.

The system allows a search for the files not only on one-search criteria but also on the basis of a
combination of various search criteria. For instance, if the user wants to find the audio file but
remembers only the file ID and the provider name then they can select the “Audio” radio button in
the “File Type” search criteria, the file ID from the combo box in “Search on File Fields,” enter the
required ID in the text box, select the provider name from the combo box in “Search on Doctor”
criteria, and then click the “Search EPR” button.
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B e I i1gangz  wdocl  CHECK NEWMWEBSERVERZ.dss 1865 20050425 23,3300 [} Brian eee
I~ i11g35q  wdocl  DKM_billingl.dss 1865 2005-04-01 032400 [} Brian ee
I ieyez  wdocl  rtest_ DL ATH3dss 1865 2005-04-22 09:10:00 ® - -
ALcniaro icl & ReEor1S I iiszngs  wdoct 1865 2005-04-14 03.50:00 [} B (=]
Billing Report I igpeczy  wdocl 1865 Z005-04-22 08:24:00 ® -
I igesegz  wdocl 1865 2005-0d-20 03:53:00 @ - e
Account Activity Logs -
I™ 154433 wdocl TEST 1865 2005-04-07 12:05:00 (] By (=]
I igangs  wdocl  rtest_ DL ATHZ dss 1865 2005-04-20 06:31:00 ® -
L& 0 [ igmey  vwdocl testway 14935 2005-0d-20 0ei3:00 =]
n My Contacts I7 ijszrar  wdocl DKM ATH1dss 1865 2005-0d-14 09:20:00 ®
I~ ii35zgz  wdocl  Test Disregard2.dss 365 2008-04-07 16:10:00 @
send 4 [ ii3szrs  wiocl  Gopy_of Test Disregard2.dss 35 20050407 16:10,00
a e T[T iy35zpe  wdocl  Copy_(3)_of Test Disreqardz.dss 365 2005-04-07 16:10:00 @ - -

&) Done [ unknown Zone (Mixed)

Column Details:

All of the column buttons % are sorting buttons.

1.

File ID — This column displays the unique file ID assigned automatically by the system to every
audio file when the doctor uploads it. Click the file ID hyperlink to perform the following
functions:

- Download this Audio File

- Listen to this Audio File

- Update the File Information

- Download the Document

- View the Document

- Fax or email the Document

Doc ID - This column shows the user ID of the doctor (dictator) who is the owner of the audio
file.

Audio Filename - This column shows the audio file name.

Length — This column displays the audio file length by total seconds in the file.

Transcription Date/Time — This column displays the upload date and time of the audio file as
per EST.

Stat — This column displays a red color tick with “Urgent” mouse-over image if the audio file is
marked stat (Urgent) by the doctor at the time of upload.

Status — This column shows the file status. It helps the MT to track the file status online.
Different colors are assigned for each file status.

Yellow: In Process - When the file is downloaded and is being worked on by the MT, it
shows a simple yellow button with an "In Process" mouse-over image.
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" Yellow 1: Under QA1 — When the file is with QA1 for editing, it shows a yellow button (“1”
image on it) with an “Under QA1” mouse-over image.

2

Yellow 2: Under QA2 — When the file is with QA2 for further editing, it shows a yellow
button (“2” image on it) with an “Under QA1” mouse-over image.

& Green: Completed — After the final file is complete and assigned to the doctor, it shows a
green button (tick mark image on it) with a "Completed” mouse-over image.

@ Green — e Signed: When the doctor e-signs the file, the status changes to green with (“e”
image on it) with “e Signed” mouse-over image. Once a file is e Signed, the system locks it so
that no other operations can be performed on the document file.

8. MT ID — This column displays the QA1/QA2 ID of the MT who last uploaded the file.

9. Document File — This column displays:

- The orange button LT, with an “Upload Document File” mouse-over image is displayed if
the file is under the process of transcription or editing. Click this button and a new screen
appears which helps the user upload the document file.

- If the file is complete, this column displays one blue button ) . The document file can be
viewed by clicking the blue button.
10. Remarks — The last column depicts the Dictator's (Doctor’s) remarks for the transcriptionist.

If document file is chosen:

A Healthcare Information Technology Online Interface - Microsoft Internet Explorer provided by Welcom To Planet Indore -8 x|

Fle Edt View Favortes Took Help
- @ A @ Qoearch Garavories Dreda (A EY- S B - H @
1198.143.3, 15/asp, html =] @ |Lin>s|@ -

A Back v =

Search Records =
Help
Document Files Found : 14
Click on FILE ID to download, view and/or edit
S FileID 2 MT ID 3 Patient Name 5 Document File < Transcription Date/Time 5 Status 5 Dac ID 5 Audio File 5 Remark

nnnnnn DKM _uploadatrd.xt 2005-04-13 06:44:00 wdoc1 [-] ga0ag

[ gesr  @AL DKM biling2.tzt 2005-0:4-07 03123100 ol ®

[ yssge  Bisn DKM_ATHLLE 20050414 10:12:00 vdocl o]

I 15231 Brisn DKM_ATHIZ 2005-0414 10:12:00 wvoc1

I iisisiz  Brian mtdeme3.tat dec 2005.04-13 19:12:00 voct (o]

I iigiciz  Brian mtdemat. it doc 2005.04-13 19:13:00 vdoct (o]
Template Archive [ iaaqqs  Bian file_idtrt 2005-04-13 06 5e:00 vdoct ® fuw
B scarch Records [ iapin @A21 CHECK_NEMIWEBSERS- Ltz 2005-04-26 04:20:00 ol ®

I ysay @2t CHECK_NEWWEBSERZ .t 2005-04.26 01:01:00 vdocl (=]

[ 157403 QAZ2 DKM_ATHS template2 xt 2005-04-15 12:15:00 voct [~]
Turnaround Time Reports.

M 1ieaie QB2 CHECK_MEW/WERSER2.41t 20050426 01:02:00 vdoct (o]
e Billing Report I iicge  Brian mitdemo?.tit.doc 2005-04-13 13:13:00 wdocl (=]

[ ygese @AL OKM_billng Lzt 2005-0:4-07 03123100 ol ®
Account Activity Logs

qRzl 126 CHECK_NEWWEBSERT at  2005-04.26 04:20:00 vdocl ©  This Paient haz got Cancer

O

) wy contacts
€ Email Selected Documents
Send A

© Fax Selected Docurnents ||
Perform my selected action _I

[ [nknown Zone (Mixed)
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Column Details:

All of the column buttons #% are sorting buttons.

1.

arwd

o

File ID — This column displays the unique file ID assigned automatically by the system to every
document file when it is uploaded.
- Download the Document
- View the Document
- Update the File Information
- Download the corresponding Audio File
Listen to the corresponding Audio File
MT ID — This column shows the MT ID.
Patient Name — This column displays the patient name.
Document File — This column displays the document file name.
Transcription Date/Time — This column displays the upload date and time of the document file.

Status — This column shows the file status. It helps track the file status online with the help of a
color schema.

e Red: This column displays a red button with a “For Approval’ mouse-over image when the
file is complete and ready for approval by the doctor.

< Green (¥): Approved - This column displays a green button with an "Approved" mouse-
over image when the doctor downloads the file.

@ Green (e) — e Signed: This column displays a green button (“e” image on it) with an “e

Signed” mouse-over image when the doctor e signs the file. The system locks the file when the

doctor e signs it so that no other operation can be performed on it.

Doc ID — This column displays the doctor ID.

Audio File — This column displays:

- The green button ' Wwith a “Listen to Audio File” mouse-over image is displayed if the
audio file is online. Click it to play the audio file.

- The red button @ with a “File Offline (Click to Send Message)” mouse-over image is
displayed if the audio file is offline. Click the red button to send a message to the
administrator requesting that he or she make the file online.

Remarks — While uploading the file, this column displays the comment added by the

transcriptionists for the doctor.
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Turnaround Time Reports

The TAT (Turn Around Time) report gives an assessment of how the transcription company is
performing in terms of uploading the transcribed documents. This option generates a Summary or
Detailed TAT report on a MT/QA account basis for a selected time duration. The Summary report
gives a snap-shot view of the TAT details for normal and urgent reports. The Detailed report gives

file-to-file TAT details for an account.

A Healthcare Information Technology Online Interface - Microsoft Internet Explorer provided by Welcom To Planet Indore

File Edit View Favorites Tools

Help

=18i x|

ek - = - @D [0 & Qocarch [Favorites Gveda # | B S 0] - 1H @

Addrass |ej hittp://198.143.3.15/asp. html

| we ‘Links|@v|

BB upload Audio |

Upload Te

B upload ¢ Document
Template

B scarch Records

Turnaround Time Reports

D silling Report

Account Activity Logs

= What would you like this page to show?

Report Type:
Date From:

Report Format:

@ Summary € Detailed
04 =13 =] 2005 =f Teio4 =f|28 -] |200s -
T Basis: | Al hd

Turnaround Time Reports

Help

iGenerate TAT Report

[&] pone

Report Criteria

The doctor can generate the TAT report on a MT/QA account basis with the help of the Report

Criteria functionality.

Steps to generate TAT Report:

1. Select either the Summary or the Detailed option.

2. Select the period for which the TAT report has to be generated.
3. Select the report format i.e. the account (MT/QA) for which the report has to be generated.

4. Click the "Generate TAT Report" button.

[ [ [ |unknown Zane (pixed)

Report Type: The user can select the report type; Summary or Detailed according to the
requirement.

Date from — to: The user can select a specific date duration in which to view the report.
Report Format: The user can select the report format according to the requirement. This drop

down list shows the names of all the MTs/QAs to whom the doctor’s audio files were assigned
for transcription/editing. By default “All” is selected.
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When Summary Report option is selected:

The Summary Report gives a snap-shot view of the TAT report for both normal as well as urgent
reports per the selected time duration. It shows the number of files dictated, the average TAT, and
the average delay.

FjHealthcare Information Technology Online Interface - Micrasoft Internet Explorer provided by Welcom To Planet Indore —|&] x|

Fie Edt ‘e Favortes Tooks Help ‘
GBack -~ & - (D 2] &} | Qoearch [GFavorites veda (8| 5N S 0] - 1H @
Address |ej hittp:j198.143.3. 15/asp. html = wa ‘ Lmks‘@ ~ |

Turnaround Time Report

Summary TAT Report (MT Based) for 04-13-2005 - 04-28-2005 : 12
2 Audio Files{Normal) 2 Avg TAT 2 AvgDelay 2 Audio Files{Stat) 2 Avg TAT

)
2
coococonpococoo
R R R
=
=
=
B

Turnaround Time Reports

B silling Report

Account Activity Lags

D ra
& My Contacts
Sen g

&) pone

[ [ [ |nknown Zone (riced)

Column Details:

All of the column buttons #% are sorting buttons.

1.
2.
3.

MT ID: This column depicts the MT/QA ID.

Audio files (Normal): This column shows the count of normal audio files.

Avg. TAT: This column shows the average of the actual TAT i.e. the average of the time
actually taken to complete the normal files.

Avg. Delay: It shows the average of the delay time. If the Actual TAT exceeds the set TAT, this
column shows the average of this delayed time for the particular account for normal files.

Audio files (Stat): This column shows the count of stat (urgent) audio files.

Avg. TAT: This column shows the average of the actual TAT i.e. the average of the time
actually taken to complete the urgent files.

Avg. Delay: This column displays the average of the delay time. If the Actual TAT exceeds the
set TAT, this column shows the average of this delayed time for urgent files for the particular
account.

When Detailed Report option is selected:

The Detailed Report gives all the details regarding the TAT for each file of the selected account for
the selected time duration.
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/3 Healthcare Information Technology Online Interface - Microsoft Internet Explorer provided by Welcom To Planet Indore Eﬁsi =181 x]

Fle Edt vView Favortes Took Help ‘

GBack - = - (@D 2] A| Disearch [igFavorites Pveda (B |- S 0 - 5] @)
Address [{€] http:jj196,143.3. 15 asp html | @ |Lmks‘@ -

= Turnaround Time Report =
Help
Detailed TAT Report (MT Based - Brian) for 04-13-2005 - 04-28-2005: 7
[2'SNo2 MT ID2 Doc ID= Audio = Dictation = Document 2 Transcription 25et = Actual = Difference)
File ID Date/Time File ID Date/Time TAT TAT
1 Brian  wdoct tzme SR 1148410 B 15h 315h =l
2 Brisn wdocl tsay A7 1143441 v 15h 1388 h &
3 Brian  wdoct 10534 SIS 1151506 it 15h 7322h =)
4 Bran wdocd usses  41d 1153131 s oh 0.4h &
B Bran  wdoct togsgan ML 1151512 Fravav 15h 7322h &
3 Brisn  wdocl 1z ZSI14 1151513 s 13 15h 72h &
7 Brisn  wdocl sy e 1153128 Frivava oh 05k &
€ search Records Totals : 01.0h 2667.8h -2576.8h
Averages : 13.0h 381.0h -368.0h
Turnaround Time Reports
€ siling Report Mo activity for (MT - Mary)
Account Activity Logs No activity for (MT - QA1)
0o MNo activity for (MT - QA12)
Q
€ vy contacts Detailed TAT Report (MT Based - QA21) for 04-13-2005 - 04-28-2005 : 4
[= SNa2 MT ID2 Doc ID2 Audic = Dictation 2 Document 2 Transcription 25et & Actual = Difference]
) send A Message File ID Date/Time File ID Date/Time TAT TAT
—— -[1 A2l wdoct RETE I 1184127 i 5h 15h &
2 op21 wdoct tipanss  TOS042E 1134210 20050325 8h 38h |
&) pone [ [ | [unknown Zane (Mixed)

Column Details:

All of the column buttons #% are sorting buttons.

S No.: This column shows the Serial Number.

MT ID: This column depicts the MT/QA ID.

Doc ID: This column shows the dictator (doctor) ID.

Audio File ID: This column displays the Audio File ID.

Dictation Date/Time: When the doctor uploads an audio file, this column displays the date and

time of the upload.

Document File ID: This column shows the corresponding document file ID.

Transcription Date/Time: When the MT/QA uploads a transcribed file, this column displays the

date and time of the upload.

8. Set TAT: According to the doctor’s requirement, the TAT target for both normal and urgent files
is set in the “TAT Settings” of his or her account. Whenever the doctor uploads the normal or
stat (urgent) file, the system automatically picks up the set TAT. This column displays the TAT
set for the doctor.

9. Actual TAT: This column shows the actual time taken by the transcription company to complete
and upload the file.

arwbdpE

No

10. Difference: If the actual TAT is more than the set TAT, this column shows a @ red button with

<

a “Late” mouse-over image. If the actual TAT is less than the set TAT, a green button with

an “OK” mouse-over image is displayed.
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Billing Report

This option helps the doctor to generate an online summary or detailed billing report for a specific
account for a particular time period. The Summary Report gives a shap-shot view of the number of
lines transcribed, the number of dictation minutes and the number of fax pages sent from the
server during the selected period. A detailed report gives file-to-file billing details of the account for

the selected period.

A Healthcare Information Technology Online Interface - Microsoft Internet Explorer provided by Welcom To Planet Indore -8l x|

File Edit Wiew Fawvorites  Tools

Heb |

Back -+ - @ @ A& Qocach EFavorites Gveda (| - S 0 - H @

Address |g'| http:/{198.143. 3. 15 asp. himl = @G |Links|@ - ‘

g

B scarch Records

Turnaround Time Reports

D silling Report

Account Activity Logs

0 e
&) My Contacts
s

Billing Reports

= What would you like this page to show?

Repork Style:

rlyt

Date Range:

ded by the doctor, reqardless of a file's cunent status

Show me 4 list of files which is either: 5 of comnpleted work actually rerumed to the doctor
OR

' Grouped acconding to the Following MTjga: [A =

Generate Billng Report

Report Criteria

] https:/7198.143 3. 15/scripts/message .cql

[ [ [ [nknown zane (Mized)

The doctor can generate the Billing Report on the doctor’'s (own) account or the MT/QA account for
a particular duration with the help of the Report Criteria functionality.

e Report Type: Select the

report type, either Summary or Detailed, according to the requirement.

- Summary — Show only totals for each account. - The Summary Report gives a snap-shot
view of the billing report for the particular account selected.

- Detailed — Show file

details for each account. - The Detailed Report gives file-to-file billing

details for the selected account.

Date Range: Select the date range for the billing report.
Report Format: Select the report format according to the requirement:

- Grouped according to the doctor (myself) only:
= Showing every audio file uploaded by the doctor, regardless of a file's current status —
The Billing Report is generated on the audio file basis regardless of status.
= Showing only the document files of completed work actually returned to the doctor —
The Billing Report is generated for completed document files only.
- Grouped according to the following MT/QA: This drop down list shows the names of all the
MTs / QAs. By default “All” is selected. Billing Report is generated for the selected account.
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Steps to generate a billing report

1. Select Summary or Detailed option.

2. Select the period (from date to date) for which the billing report is required.

3. Select report format. l.e. the account of the Dictator or the Transcriptionists from the given
options.

4. Click the "Generate Billing Report" button.

Column Details
When Report Style — Summary, Report Format — Doctor Based, Audio Files

1. Dictator: This column shows the user name of the doctor (dictator) to whom the audio file
actually belongs.

2. No. Reports: This column shows the count of reports transcribed during a particular period.

3. Tollfree File Size: This column shows the total size of the audio files in KB (Kilobytes) dictated
through the Toll Free Service in terms of bytes.

4. Tollfree File Length: This column displays the total length of the audio files dictated through the
Toll Free Service in terms of minutes and seconds (time).

5. Other File Size: This column shows the total size of the audio files in KB (Kilobytes) dictated
through other modes in terms of bytes.

6. Other File Length: This column shows the total length of the audio files dictated through other
modes in terms of minutes and seconds (time).

7. Faxed: This column displays the count of pages that were faxed.

When Report Style —Detailed, Report Format — Doctor Based, Audio Files

Audio File ID — This column displays the Audio file ID.

Dictation Date — This column displays the upload date of the audio file by the doctor.
Dictator — This column shows the dictator (doctor) ID who is the owner of the audio file.
Status: This shows the status of the audio file.

e

Simple Yellow — if with an MT for transcription
* Yellow 1 — if with QA1 for editing

* Yellow 2 — if with QA2 for further editing

< Green — if completed

e Red — if the file has yet to be downloaded by the MT.

5. Audio File Name: This column shows the audio file name.

6. Tollfree File Size: This column shows the total size of the audio files dictated through the Toll
Free Service in terms of KB (kilobytes).

7. Tollfree File Length: This column displays the total length of the audio files dictated through Toll
Free Service in terms of minutes and seconds (time).

8. Other File Size: This column shows the total size of the audio files in KB (Kilobytes) dictated
through other modes in terms of bytes.

9. Other File Length: This column shows the total length of the audio files dictated through other
modes in terms of minutes and seconds (time).
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10. Faxed: This column displays the count of pages that were faxed.

At the end of the report the following information is displayed:
Grand Totals:

Total Audio Files:

Tollfree Length: _ Minute(s) _ Second(s)

Tollfree Size: _ KB

Other Length: _ Minute(s) _ Second(s)

Other Size: _ KB

Faxed:

When Report Style — Summary, Report Format — Doctor Based, Document Files

1. Dictator: This column shows the doctor (dictator) user name to whom the audio file actually
belongs.

No. Reports: This column shows the count of reports transcribed during a particular period.

Line Count: This column displays the final line count for the doctor for the selected duration.
Audio File Length: This column displays the total length of the audio files.

Faxed: This column displays the count of pages that were faxed.

arwnN

When Report Style —Detailed, Report Format — Doctor Based, Document Files

Document File ID: This column shows the Document File ID.

Work Date: This column displays the upload date of the document file by the MT/QA.

MT: This column shows the MT/QA1/QA2 ID who uploaded the file last.

Patient Name: This column displays the patient name.

Document File Name: This column shows the document file name.

Document File Size: This column displays the document file size.

Line Count: This column displays the final line count for the doctor for the selected duration.
Audio File Length: The size or length of the corresponding audio file is displayed in this column.
Faxed: This column displays the count of pages that were faxed.

©CoNooO~wWNE

At the end of the report following information is displayed:

Grand Totals:

Reports:

Documents File Size: KB

Line Count: _ Line(s)

Audio Length: _ Minute(s) _ Second(s)
Faxed:

When Report Style —Summary, Report Format —-MT/QA Based

1. MT: This column shows the MT/QA 1D who uploaded the file last.

2. No. Of reports: This column displays the count of the report transcribed/edited by the selected
MT/QA.

3. Line Count: This column displays the final line count for the doctor for the selected duration.

4. Audio Length: This column displays the total audio file length for a particular MT/QA.
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When Report Style —Detailed, Report Format —-MT/QA Based

Document File ID: This column displays the Document File ID.

Work Date: This column displays the upload date of the final file by the MT/QA.

MT: This column shows the MT/QA ID as per the selection made in the report criteria.

Patient Name: This column displays the patient name.

Document File Name: This column displays the document file name.

Document File Size: This column displays the document file size.

Line Count: This column displays the line count for that report.

Audio File Length: This column displays the audio file length in terms of minutes and seconds.
Faxed: This column displays the count of pages that were faxed.

©CoNoogrwWNE
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Activity Account Activity Logs

Recent Activity Log is the feature which helps the doctor keep track of all the activities taking place
in his or her account. It gives the details regarding the type of activity (event), date and time of its
occurrence, and account ID showing where the event occurred. The doctor can generate the report
of recent activity by either the event (activity) or by date sort.

A Healthcare Information Technology Online Interface - Microsoft Internet Explarer provided by Welcom To Planet Indore ==l

Fle Edt Vew Favories Tools Help |
Back - & - (D 2] | Qoearch GFavortes iveds (H | 5 S 0 - 5 @
Auddress [] hrip: /192 143.3. 15/asp. hul = @60 |Links|@ v‘

Account Activity Logs

= What would you like this page to show?

Date From: |04 =] |01 =||2005 =] To:f04 = |z8 =] [z005 =
Event Type: | All -

Show Activity Logs

ent Files

B search Records

Turnaround Time Reports

B silling Report

Account Activity Lags

Da

&) pone n [ [ [ [unknown zone (Mized)
Report Criteria

e Date From — To -: The doctor can generate a report of recent activity for a particular duration or
period.

e Event Type: The doctor can also generate the report by event basis. He or she can select a
particular event from the drop down list. By default “All” is selected. The following is a list of
events shown in the drop down list:

- Routing

- Audio

- Document event
- Template event
- Logo event

- File Deleted

- Message Sent
- File Emailed

- File Faxed

- File Corrected
- File eSigned

- File Unsigned

- File Rejected

- Login info

- Logout info

STATscript Online Private & Confidential 51



- Account Update
- File Split
Account Type: The MT can also generate the activity report on doctor account basis.

Steps to generate Recent Activity Log report:

PwpnpPE

Select duration for which the report is to be generated.

Select the particular event from the drop down list. By default “All” is selected.
Select the particular MT/QA from the drop down list. By default “All” is selected.
Click the "Generate Activity Report" button.

R Healthcare Information Technology Online Interface - Microsoft Internet Explorer provided by Welcom To Planet Indore =8|
Fle Edt View Favories Took Help [ i |
depack ~ = - @ [8] A | Qusearch Grevores @veda B | 5By 0 - 5@
fiddress [&] htp:fy196. 143.3. 15 asp bt | e ‘L\n)@|@ -

Account Activity Report
Help

Audio
N rchive

B Archive

Recent Activity Report - 108 for 04-27-2005 - 04-28-2005
= ]

2 Event Type 30

2005-04-28 Login Info [Login TP:203.101.27.15]
2005-04-28 Audio Event [AUDIO] CHECK_MEWWERSERVERS dss uploaded

2005-04-28 06:12 Routing Erian [AUDIO] CHECK_MNEWWEBSERVERS dss uploaded sssignad to MT
2005-04-28 06:09 Legin Infa vdort  [Login IP:203.101.27.15]
2005-04-27 11:51 Login Infa wdoct 1.27.
2005-04-27 06:50 Last Logout vdocl
2005-04-27 06:29 fudio Ewent wdoct 55 uploaded

n Upload Corrected Dacument 2005-04-27 06:29 Raouting Erian [AUDIO] TEST checking?.dss uploaded assigned ta MT
2005-04-27 06:27 Login Info wdocl [Legin IP:203.101.27 26]

E) search Records

Turnaround Time Reports

Billing Report

Account Activity Logs

a

) vy contacts

Sen

| &) Done || | |nknown Zone (Miced)

Column Details:

Click on the “Generate Activity Report” button and a new screen appears showing the report with
the details of the account activity.

1.
2.
3.

Date: This column shows the date when the event occurred.

Time: This column displays the time of the event.

Event Type: This column displays the type of event as per the selection made in the “Event
Type Category” in Report Criteria.

ID: This column displays the doctor’s account ID as per the selection made in the “Account”
category in the Report Criteria.

Log: This column gives the details regarding the type of file (audio or document) and its name
as per the event.
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FAQ

These are frequently asked questions which act as quick reference for the doctor for his general
queries.

Healthcare Information Technology Online Interface - Microsoft Internet Explorer provided by Welcom To Planet Indore =1

File Edit iew Favorites Tools

Help |
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Archive 1B click to view

Transc

Doc
Archive 1B clickto view

Download Recent Files
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Upload Template
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(B search Records

Turnaround Time Reports

B siling Report

Account Activity L

Dra
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Send A
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~| o |unks|@ -

Frequently Asked Questions (FAQ) ™|

= Frequently Asked Questi

ns

- How can | view, print and download my transcribed reports?
Click the Docurnent Archive option, which is the second round button on the top right corner of the page. This displays a list of
transcribed documents sorted by Date of Upload and Patient Name. Click on the File 1D to view, print or download the document.

* How can | download all of the recently transcribed files with one click?

Click on the menu choice "Download Recent Files." This option will download all the files which have been transcribed and which are
awaiting your approval into a zip file onto your computer. This feature eliminates the need for you to manually download every single
docurmnent

* How can | open the downloaded zip file? —
Just go to the location on your computer where the zipped file was saved and double click on the file to open its contents. You can use
Winzip or any other program to unzip the file; Winzip comes as a standard utility with the Windows operating systern. If you do not

have Winzip you can download by clicking here. http: i winzip. com/downauto, cgitwinzipdl. exe

+ How can | email or fax a document report?
Guo to the Document Archive and click on the File ID you want to email or fax, and enter the email address or fax number in the
appropriate field

* How can | upload a corrected document?
Go to the Document Archive or Navigation menu option "Upload Comected Docurment” and click the arange button adjacent to the
transcribed document to upload the corected version of that document

+ How can | find a particular file?
Click on the "Search Records" option on the Navigation menu. ¥ou can then search for any document or audio file using various search
criteria

+ How can | listen to my audio files?
Click nn the Andin archive noting whirch is the first rnond hottnnan the ton ikt camer of the nane This disnlavs a list nf aodin filas

[&] pone

n [ [ |unknown Zone (Mixed)
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Send a Message

The Send Message Function feature helps the doctor to send messages to the site administrator if
he/she faces any technical problem or to the MTs/QAs/doctors if he/she has any transcription

problem.

File Edit View Favorites Tools

A Healthcare Information Technology Online Interface - Microsoft Internet Explorer provided by Welcom To Planet Indore e 8] x]

Help |

wgack - = - @D [0 & Qoearch [Gravortes Pveds oF | B S B - 1H @

Addrass |9j hittp://198.143.3.15/asp. html | wen ‘Links | & - |
= Send a Message
Help
Audio
g Achive Clickto
[Send Message
Message " Technical Issue (problem using the website)
Type &
Noter "Tech s vill g0 10 the site administratar, and "Transcription issue” amals wwil go to the MT administrator, In ither case, 2 copy of your massage wil be
* seni a5 wel,
Subject: [
Template A
Message:
B search Records
Turnaround Time Reports =
B Billing Report Send
Account Activity Logs
e
€ wy Contacts
Sen
&) pone (] [ |unknown Zane (pixed)

Message Type: Select the message type by enabling the required radio button.
Technical issue: If the doctor faces any technical problem regarding the ASP, he/she can send

a message addressing the problem in detail to the Site Administrator and no one else.

- Transcription issue: If the doctor faces any transcription problem, he/she can send a message

to the other doctors. The system will also send this message to the MT Administrator.

In either case, the system will send a copy of the message to the office manager of the
group/clinic/hospital.

Message To: Select the “Transcription Issue” option in the “Message Type” category and then
select the doctor from the drop down list.

Subject Line: Enter the subject title for the message going to the recipient.

Message: Enter the message concerning each and every detail of the technical/transcription
problem in this text box.

Steps to send the message:

e e

Select the message type by enabling the radio button.

Select the required doctor from the drop down list under the “Message To” option.
Enter the subject for the message in the text box.

Enter the message, in detail, in the text box.
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5. Click the “Send” button at the bottom of the screen.
A new screen will appear, confirming that the message has been sent.

STATscript Online Private & Confidential 55



Change Password

Change Password option enables the doctor to change his account password if desired.

J Healthcare Information Technology Online Interface - Microsoft Internet Explorer provided by Welcom To Planet Indore
File Edit View Favorites Tods  Help |

Back ~ = - (@ [2] @A | Dsearch CdFavortes veda B | 5N S 0 - 5 @
Audress [&] huep: 198.143.3. 15(asp. il ~| @6eo |Links|@ -‘

Change Password

Help

[Change Password

Enter Cld Password:

Enter New Password:

Confirm MNews Password:

€D Uploadc

Template Archive

Change Password

B search Records

Turnaround Time Reports

B silling Report

Account Activity Logs

D

& wy contacts
Send A Message
) cha

B i

Steps to Change Password

Enter Old Password — User is required to enter the old password.

PwpnpE

Click the “Change Password” button.

A new screen appears confirming the account password update.
Logout & EXxit

This option logs out the doctor from the system.
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Enter New Password — User is asked to enter the new password for his account.
Confirm New Password — User is required to retype the new password for confirmation.
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