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Welcome to WebChartMD!

WebChartMD launched in 2006 as a workflow platform to assist medical transcription companies and
departments process clinical documentation more efficiently. Since then, over 15 million transcriptions
for over 40,000 healthcare providers have been transcribed by thousands of medical language
specialists.

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

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

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

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

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

Sincerely,

The team at WebChartMD
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Glossary of Terms

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

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

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

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

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

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

Healthcare Provider: A user that authors the voice files, referred to in this manual as the Healthcare
Provider.

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

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

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

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

Software Made Easy
WebChartMD

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

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

[E]Online Demo  (Contact Us 0 Login

e o

WebChartMD

‘Over 5,000 healthcare

professionals nationwide
rely on WebChartMD for
patient encounter
documentation
management needs.

forgot password?

@ APS 350 Certified (g,
£353 Applicatian 0
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Software Installation

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

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

WebChartMd

Welcome to WebChartMD!

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

Close

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

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

DocHandler

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

Reset download options

Use legacy cpening

®

Save every change separately

Enable debug lzgging @

Exit

Customize...

Bt W) 1216 PM

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

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

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

Reset download options: This option works in conjunction with the Download option of the
dictations (on page 44) resetting both the file naming convention and preferred download
location as set by the user.

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

Save every change separately: Checking this option enables the user to manually save edits

to a document on demand by using the control+S shortcut or pressing the “save” icon along
the top edge of Microsoft Word.
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@ Enable debug logging: This option is used by WebChartMD support staff to troubleshoot the
DocHandler.

Initial View When Logging In

O,

Paul Simpson PaulSimp | 5.8.340 | revort bua
Inbox Folder Folders Settings Reports Logout

filter...

= | 34588083 Arnald, limmy 06/21/19 13: 06/21/1913:54 = 04/28/20 11:57

WorkFlow M
orkrow Manager 24877470 Arnold, Jimmy | 06/21/191352 | 06/21/19 1356 | 04/28/20 11:56

wr
'E' Hampton Radiology
Notes

Pending = | 34588179 Bales, Traci 06/21/1914:05 | 06/21/19 14:09 | 12/06/19 10:36 Smith

34588116 Arnald, limmy 06/21/19 13: 06/21/19 13:59  04/06/20 10:53 Apollos

Name

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

View and Folder Name

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

Username

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

Version Number

The Version Number is displayed next to the username.

Report Bug

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

Log out Button

OB ONONONBNONO

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

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

Paul Simpson Faulsimp | 5.8.345 ! report bug
Inbox Folder Folders Settings Reports Logout

—pm N S ~——
= & B & ¥ Q. .Search [ |Open & Print [JFinalize (§ Reject §§ Change Dictator &, Fax [ g Case Info [ Delete m

W Dictator Dictated Uploaded ‘¥
filter...

= 34877483

Armald, limmy 06/21/1912:52  06/21/1913:56 E7 | Dennis

E‘ Hampton Radiology

MNotes

= | 34588085 Arnald, limmy 06/21/19 13:50 | 06/21/10 13:54 011:57 | Simi

= 24877479 Arnold, Jimry 06/21/1913:52  06/21/1913: f3/20 11:56

Betty
Pending =t

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

o The Settings view accesses the various workflow settings used by the Transcription Team
and healthcare Facilities. More details can be found on page 71.

e The Reports view displays the Reporting suite. More details can be found on page 112.

Page 12 of 121 « WebChartMD - User Manual: Facility Administrator Version



WebChartMD

Folders View
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Folder View Overview

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

PaulSimp | 5.8.340 | report bug

Paul Simpson

Inbox Folder Folders Settings Reports Logout
- 53 i =] ? @, Search [ | Open & Print | of Finalize GReject QChange Dictator E Fax BCase Info [—3 Delete ﬂ [ lyr 2yr All
= w E Dictator Dictated Uploaded
filter...
34577483 Arnold, Jimmy 06/21/1913:52 | 06/21/1913:56 04/28/2011:57  Dennis Aramonte
34588085 Arnold, Jimmy 06/21/1913:50 | 06/21/19 13:54 | 04/28/2011:57 | Simi Abraham
34577479 Arnold, Jimmy 06/21/1913:52 | 06/21/1913:56 = 04/28/2011:56  Betty Smith
34588116 . Arnald, Jimmy 06/21/1913:55 | 06/21/19 13:59 | 04/06/20 10:53 | Zebe Apollos
34588179 Bales, Traci 06/21/1914:05 | 06/21/19 14:08 = 12/06/1910:36  Alice Smith
Final = | 34504483 . Fairchild, April 05/23/1915:30 | 05/23/1915:35 | 05/23/1917:10 | Jason Bell 34
E fr ,;:l];‘d = 34215312 . Fairchild, April 02/25/1910:11 | 02/25/1910:15 | 03/13/191444  Marcia Johnson 10
W .. Blackwe = 1220599 @ Sanders, Mar... | 06/13/17 1 6/12/17 1648 | 06/26/1717:13 | Greg Halvorson x
w e Far:lr‘:hl = 32205830 . Sanders, Mar... | 06/13/17 /13717 16:48 | 06/26/17 17:02 | Dennis Banks 02
g j ::EITO = | 32205829 . Sanders, Mar... | 06/13/17 16:45 | 06/13/17 1648 = 06/26/17 17:01 | Mahesh Babu 12
@ D.McLaughlin = 120582 @ Sanders, Mar.. | 06/13/17 1645 | 06/13/17 1648 | 06/26/17 17:00 | James Haverty 10
2 ::)Mh:::l = | 32205827 . Sanders, Mar... | 06/13/17 16:45 | 06/13/17 16:48 | 06/26/17 17:00 | Jill Mercy 11
hﬂ J. Renault = 322058286 . Sanders, Mar... | 06/13/17 16:45  08/13/17 1648  06/26/17 16:39  Vreena Apelweiss 10

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

Folder Pane: Displays all folders used in the workflow.

@ File Display: Displays all dictations and transcriptions in the workflow.
Folder Management Functions
Tools within the Folder Management toolbar vary according to the folder and permission levels of

the user. However, the first six icons from the left are always constant for all users across all folders.
These are:
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OO OO

m 34512978 00,00 Fidgl SUT3... les, Lowy 05/28{19 14:33 | 05/28/19-2433 B Zoey
8 = 34528421 F Al 8:50 = 06/0 Bales, Zoey
Rejected N = @ an

Paula Simpson psimpson | 5.8.326 | report bug
Transcriber Inbox Folder Folders Settings Reports Logout
= & & T Q Search JR§ Change Dictator @ Route {7 Delete @ (- o’
All Facilities Dictated Date  Uploaded Date Routed
= 322058 - - = = =
SRR = 376153 = 3 @ ? (l Search
B} Workflow Manager = 33737753 = w ' ng Er

r

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

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

Show Totals — Shows total across the top of dictations in a grey row. This helps the user see
the number of dictations and other information at a quick glance without having to

calculate. Number of dictations and total length of all audio files are two common uses.

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

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

Search — Allows the user to search the files for specific information.

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

Clicking the “Search” button in the toolbar opens the “Filter Criteria” search fields.

Fields

requiring explanation:
The “DID” field represents the unique 8 digit Dictation Identification number.

The “Uploaded from” and the “Uploaded TO” fields work together to display dictations that
were dictated during a specific date range.
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The “Filename” field allows the user to search for a specific dictation using the name of the
audio file. The audio file name has a specific naming format:

jarnecld-12182019-123801wav

“jarnold” — Healthcare Provider’ username
“12182019” — date of dictation: 18" December 2019
“123801” —time of dictation in 24hr format: 12:38pm
“wav” —audio file format of .wav

The user can use that specific format (including the dashes) to search for a specific audio
file.

The “Job#” is a unique JobID that is provided to the Healthcare Provider at the end of their

dictation when calling into a phone line. The user can also search for a specific JobID as
needed.

The “First” and “Last” fields allow the user to search for the patient’ first and last names
respectively.

The “ID#” field allows the user to search for the patient’” MRN number.

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

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

®

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

Special notes on the use of this feature:

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

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

Several other folder management functions appear on the Workflow Management Toolbar,
depending on which folder the user is in. Details of these functions are provided in the individual
folder details starting on page 46.
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Folders

There are four main folder sections that are part of the Folder Pane. They are:

Workflow Manager: The “Workflow Manager” is a powerful tool that provides quick and easy access to
all dictations and transcriptions available in the system. More information on the Workflow Manager
can be found on page 21.

Facility Name: The folder containing the user folders is named with the Facility name. It shows the

dictations and transcriptions to the Facility admin. More information on Facility documents can be found
on page 46.

Healthcare Provider Folders: Below the “All Documents” and its folders are the Healthcare Provider

Folders. These are laid out alphabetically by the last name of the provider. More information on
Healthcare Provider Folders can be found on page 64.

Paul Simpson
Workflow Manager Folde

S H S8 Y &chang

" Workflow Manager

The Workflow Manager folder is selected.

J. Arnold

[
G T Bales
@

J. Blackwell
@ A Fairchild

& . Johnson

Paul Simpson
Inbox Folder

= gj = ? (4, Search

filter...

i Workflow Manager

. Hampton Radiology
Pending
Inbox

The Inbox folder within the “Named Facility” is selected.

Rejected

Final

g . Amold
@ T Bales

s 1 Blaclwall
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Jimmy Arnold
Pending Folder

= &l E® T QsSearch

filter...

B workflow Manager
0 jolo

The Pending folder within the “Healthcare Provider Folders” for
Healthcare Provider J. Arnold is selected.

h T. Bales

@ - Blackwell
[ A Fairchild
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Folder View Options

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

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

The “Classic View” displays a list of all Healthcare Provider names below the All Documents folder by

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

Jimmy Arnold Jimmy Arnold
Pending Folder Pending Folder

= 53 i & ? Q Search - [’;3 =1 ? Q) Search
filter... | All Dictators
B Workflow Manager I-H Workflow Manager
5 - :
g |/ Hampton Radiology
peang ‘
Rejected Inbox
Final —
€]

@ ). Amold jecte
hi T. Bales Einal
& ). Blackwell
g A Fairchild
hi J. Johnson
@ - malk
@ D. McLaughlin
@ I Menta
@ D. Mizell
g - Renault
@3 ™. sanders
g c ile
@ - woodard

Currently in Classic View. Click the “Simple Currently in Simple View. Click the “Classic
View” button to move to Simple View. View” button to move to Classic View.
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File Display

To the right of the Folder Pane is the space for File Display. This display contains a series of rows,
each of which represents a dictation, or audio file (if in the Pending folder) or a document if in any
other folder. The exception to this rule is the File Display within the Workflow Manager (see page
22), which displays both dictations and transcriptions. The folders visible and their content depend
on the User role and their permissions.

Row and Page Setting

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

POoT QL)L o et e
Pool jarnold-11262..,
Pool jarnold-11262..,
Pool jarnold-11262...

Paol jarnold-11262.., |imif I 1

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

(]

moniqueharr...

mori qIJE':E:-l_ ﬁ

I wt 9|
Wallace, Con gewaldm ..zl I F 30 j;,wﬂmﬁz

[
[
[l
m
(]

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

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

The first folder displayed in the top-left corner of the folder pane is the Workflow Manager (see
below). The Workflow Manager is a powerful tool that provides quick and easy access to all
dictations and transcriptions available in the system. The Workflow Manager utilizes a host of
functions to provide the user with the ability to view all dictations in the workflow and to dig into
their details simultaneously. This is achieved by combining several functions such as Filter, Show
Totals, Export, Move and Submit, each of which is explained in upcoming pages.

Paul: mpson a psimpson | 5.8.326 | report bu
Worki r Manager Folder Folders Settings Reports Logou
S £ m @ Route g Change Dictator | Submit [ @ Case Info [_| Open @i Play [ &Move @ Export [ Delete @) (5

DID File Name Lengt’ ) tatus Facility Dictator Bill (Lines) First

-- ‘-----

Iyr 2yr Al

Workflow Manager #192
== 32205818 | pveseyl-0613.. | 0:01:03 Pending | Advanced Ort.. | Vesey, Philip 5598 Beth Adam

& Al Documents
w M. Abbott = 34761531 | sreed-030120.. @ 0:00:03 Pending | M; od S.. | Reed, Samual - Mikhail Bekarov
& s.Abraham = 33737753  dovidharding.. | 0:00:04 | Pending ers... | Harding, David 143 Gerald Cooper
w S. Ackerman
W N. Adair = 34203068  achah3-0418.. 00042 QA Advameed Ort.. | Shah, Askish 053 SYSTEM | BLANK
@& A Ahmed = | 34504484 | Jimmylohnso.. | 00231 | QA Hampton Rad... | Johnson, lim... | 5332 John Smitherd
WG N Ahmedii

The Workflow Manager consists of three important areas:
@ Folder Management Functions: This ribbon holds several function buttons that assist with

file management. Only a specific set of functions are available in the Workflow Manager
folder.

@ Columns: Workflow Manager has several important and unique columns that are not visible
anywhere else.

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

Paul Simpson PaulSimp | 5.8.340 | report bug
Workflow Manager Folder Folders Settings Reports Logout

1yr 2yr All
P° Statu.rar
A " Yy

Uploaded Report Type Last Modified Date

ENE am =
ErE [end

= Workflow Manager
[ Hampton Radiclogy

® 1 Amad 2] X2 N S 5 S O O E
@ T Bales

G ) Blackwell

h A. Fairchild 32205824  Sanders, Mar... Standard | 06/13/17 16:48 = CT SCAN - Sa.. = Simpson, Paula | 11/25
h J. Johnson = 32205589  Sanders, Mar.. QA Standard | 06/13/17 16:48 | X-RAY Sanders Connelly, Jor... 06/26|
g ::I).h::cltaughlin = 32205548  Sanders, Mar... QA Standard = 06/13/17 16:48 = ULTRASQOUM... Simpson, Paula | 04/23

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

@ Change Dictator

Paula Simpsaon
Workflow Manager == ...

i & Change Dictator |} Case Info [ Open @i Play [ @Move @ Export fj Delete @ (27
— ]

Zi.ange Dictator

[Hampten Ra..] Arnold, Jimmy
[Hampton Ra...] Bales, Traci

...] Blackwell, Jahn Faciy) DLk
...] Fairchild, April - - -
[Hampton Ra..] Johnson, Jimmy

..] Malk, Jason
[Hampton Ra..] McLaughlin, Daniel

IHamntan Ba 1 hdahts Tohs

W@ N Ahmedli
I P08

The “Change Dictator” function is used when Files need to be moved from one Healthcare Provider’s
folders to another Healthcare Provider. The user selects a dictation and then clicks the “Change
Dictator” button in the toolbar and selects the recipient Healthcare Provider from the Dictator
dropdown.

Using the “Change Dictator” feature changes the Healthcare Provider identification attached to a
dictation or transcription. When the Healthcare Provider is changed, the filename is updated to reflect
the new Healthcare Provider. The “Dictator” column (and “Facility” column if applicable) is/are also
updated.
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DID Dictator File Name

-ﬂ_ s ||

S ——
34761531 Resd, SERNET: :

DID Dictator File Name

l Y I [

x

I P
N

34781531

33737753 | Hardi

sreed-03012018-131230-1.dss 0:00:03

= 33737753 | Harding, David | davidhardingl-09112018-082116.dss 0:00:04 Sim

@ Case Info

Paul Simpson PaulSimp | 5.8.340 | report bug
Workflow Manager Folder Folders Settings Reports Logout

SR H 8 T &hangeDict pen @(Play | @ Move @ Export [ Delete € (5

lyr 2yr All

Search Patient Visit Date

First Last

Doe ID#

Report Type v Note
Billing Code Location | Defaylt ~

& . sohnson
W ) mak Update Case
W D. McLaughlin

@ 1™ehta = DID Dictator Pool Status Uploaded Report Type  lastModified Date Modified  Comments

@ . mizel |
@ ). Renaul E rezal
, - E—  — E— — :

@ W sanders
#154 - P I T e

W crie
@

J. Woodard

35344679

Renault, James Pending | Standard | 02/26/20 17:29

35344678 | Renault, James Pending  Standard 02/26/20 17:29

35137840

Arnold, Jimmy General Pool Pending = Standard 12/18/19 13:39

The Case Info function allows the user to add or change demographics associated with a dictation
(via the Pending folder) or transcription (via all other folders). After selecting the desired row on
screen and clicking the Case Info button, a panel will appear displaying fields that can be edited.

After edits, the user has two options for accepting changes: “Update Case” will only update the
demographics within the portal view and the data base, but not update the document itself.
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“Update Case and Document” will update the demographics within the portal, the data base, and
the document itself. Clicking Close will discard the changes and close the Case Info panel.

Fields requiring explanation:

e The “Search Patient” field enables search on previously transcribed patients. Enteringin a
first name, last name, Patient ID, or a partial of any of those three options will cause a list to
appear of all entries in the data base matching the search criteria.

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

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

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

®

“Open” is a permission-based function which enables users to open transcriptions using the
Microsoft Word software installed on the local computer. Microsoft Word is accessed by
WebChartMD’s DocHandler (see page 9 for more information on the DocHandler). If the
DocHandler is not installed (or if the user does not have edit permission), transcriptions will open in
a non-editable PDF format.

Documents can be opened individually or in batches.

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

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

Workflow Manager Folder Folders Settings Reports Logout

| ) ] = Y &3 Change Dictator [ Case Info [ | Open @(Play | «Move ¢ Export fj Delete @) 5/ 1yr 2yr All

DID Dictator Pool Status TAT Uploaded Report Type Last Modified Date

) m o T —

Workflow Manager
[} Hampton Radiology
‘ J. Arnold
T. Bales
J. Blackwell
A. Fairchild
1. Johnson
J. Malk
D. McLaughlin
1. Mehta
D. Mizell
J. Renault
M. Sanders
C. Tille
J. Woodard

= 32126655 @ Weodard, Ja.. QA Standard | 06/02/17 06:09 = XRAY Simpson, Paula

322053824 | Sanders, Mar... Standard | 06/13/17 16:48 = CT SCAN - Sa...

Simpson, Paula

32205555 | Sanders, Mar... Standard = 06/13/17 16:48 = ULTRASOUN... Connelly, Jor...

sEEErsEsEEEn

32161856 | Sanders, Mar... Standard | 06/13/17 16:48 = ULTRASOUN... Connelly, Jor...

32205578 Sanders, Mar... Standard = 06/13/17 16:48 = X-RAY Sanders = Connelly, Jor...

34588274 | Johnson, Jim... 1hr STAT | 06/21/1913:54 | CT SCAN Wallace, Con...

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

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

Paul Simpson

Workflow Manager Folder Folders Settings Reports Logout
2 £ B & T & Change Dictator [@CaseInfo [ | Open @i Play | &Move @ Export [ Delete ) () 1yr 2yr All

DID Dictator Pool Status TAT Uploaded Report Type Last Modified

N I T -

Workflow Manager
. Hampton Radiology
‘ J. Arnold
T. Bales
J. Blackwell
A. Fairchild
J. Johnson
1. Malk
D. McLaughlin
I Mehta
D. Mizell
J. Renault
M. Sanders
C. Tille
J. Woodard

32205824 Sanders, Mar... Standard | 06/13/17 16:48 CTSCAN - Sa.. | Simpson, Paula

32205559 | Sanders, Mar... Standard | 06/13/17 16:48 = ULTRASOUM... Simpsan, Paula

32205570  Sanders, Mar... Standard | 06/13/17 16:48 | X-RAY Sanders | Connelly, Jor...

sSEEEEsEEREES

32161856 | Sanders, Mar... Standard | 06/13/17 16:48 = ULTRASOUM... Connelly, Jor...

34588274 | Johnson, Jim... 1hr STAT | 06/21/19 13:54 Wallace, Con...

34588277  Renault, James 1hr STAT | 06/21/19 13:54 Simpson, Paula
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@ Play: This function loads the audio file of the dictation into the default player of the computer.
More information about Express Scribe software can be found on page 113.

@ Move

Send File to ...

Deleted Rejected

Reason

The “Move” function is only available in the Workflow Manager. This function allows the user to
move a dictation or transcription into a different stage of the workflow. “Move” options available
are:

e The “Transcriber” option moves the file back to the pending folder and routes it to the

original transcriber.

e The “Deleted” option removes the file from the Portal’ view.

e The “Rejected” option moves the file to the rejected folder of the Healthcare Provider.

e The “QA” option moves the file to the QA folder of the Transcription Team.

e The “Inbox” option moves the file to the Healthcare Provider’ Inbox folder.

e The “Final” option moves the file to the Healthcare Provider’ Final folder.

See page 14 for detailed descriptions of folders.

Note: Since use of the “Move” feature represents a change in the normal workflow, the feature
includes a “Reason” text box, which is captured in the audit trail.
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@ Export

Paul Simpson PaulSimp | 5.8.340 | report bug

Workflow Manager Folder Folders Settings Reports Logout
- coon 3%ee ©

o & B 8 ¥ & Change Dictator [g Case Info [ Open @)iPlay [ &

DID Dictator Pool Status TATY Uploaded Report Type Last Modified Date Modified Comments
filter...
0 a4 B 3 § k3 }

lyr 2yr All

" Workflow Manager
& Hampton Radiology

m 1. Arnold Total #154
W& T Bales = 35344679  Renault James Pending = Standard | 02/26/20 17:29
@& . Blackwell
m A. Fairchild = 35344578  Renault, James Pending  Standard 02/26/20 17:29
i . Johnson = 35137841 General Pool Pending = Standard | 12/18/19 13:39
& . walk = 35137840 |
@ D McLaughlin = - = o O- Q- s wemd_repart.csv - Excel Ritesh ¢
@ 1 Mehta = | 23137832
& o mizel Home  Insert Page Layout Formulas Data Review  View Help 2 Search
= 35137831 _
& U Renault
e | = — General - | | [l Conditional Formatting ~ | EInsert ~
@ M. sanders = 35068797 A fln AN == B
& co $ -9% 9 [EEFormatas Table- T Delete ~
- Tille = £ -  ZEEE=Z == E =
i 1 woodars = BIU-EH- &A= <0 0 57 Cel Styles - [ Format -
= Clipboard 1 Font ] Alignment nl Number & Styles Cells
¥ | m M & || DD
A B C D E F G H 1 J K L M
1 |DID IDictator Pool Locked  Status TAT Uploaded Report Ty| Last Modi Date Mod Comment Opened  Printel
Ere 2 | 35344679 Renault, James Pending Standard ####HEHEH .
3 | 35344678 Renault, James Pending Standard s#####H#HH
= 35068768 4 35137841 Arnold, Jit General Pool Pending Standard ##ss#ags
Simple View 5 | 35137840 Arnold, Jit General Pool Pending Standard ###sEs
6 | 35137832 Arnold, Jit General Pool Pending Standard s#####H#HH
L) wemd _report.csv -~ 7 35137831 Arnold, Jit General Poal Pending Standard ##ss#ags
2 | 28089707 Arnald_tisGanaca Lnaal Nanding Standard s

The “Export” feature is available only within the Workflow Manager. This feature downloads the
content of the page into a csv file.

@ Delete

This function allows the user to delete a dictation or transcription. “Delete” is a permission-based
feature (see Settings section, page 95).

To delete, select the dictation(s) or transcription(s), and click the Delete button in the toolbar. A popup

menu appears asking the user to confirm their deletion request along with a reason, which serves to
help prevent accidental deletions.
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Confirm Deletion

Delete reason.

Columns

The Workflow Manager has a wide array of data columns available for display. Columns and their
meaning are given below:

Paul Simpson PaulSimp | 5.8.240 | report bug
Workflow Manager Folder Folders Settings Reports Logout

= 23 W & ¥ & Change Dictator [@Caselnfo [ Open @)iPlay [ ¢Move @ Export fj Delete ) 1yr 2yr All

B wictator Pool Status TATY Uploaded Report Type Last Modified  Date Modified Comments
filter...
4

-, owm O
s N m e

Hampton Radiology

E
v~ T I BN " BN BN

1. Arnold Total #154
T. Bales
§ . Blackwell

= 35344679 Renault, James Pending = Standard 02/26/20 17:29 01/15/18 19:38

Here are the column descriptions in details:

Billing Code: This is a free text field that can be used by the Facility to add any notes or codes related
to how the transcription will be coded and billed.

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

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

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

Dictator: The Healthcare Provider is the dictating user or owner of the transcription.
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DID: This is a unique 8-digit number assigned to every dictation in the system and is used for
tracking and File identification purposes. WebChartMD asks that users refer to Files in helpdesk
interactions via the DID for HIPAA purposes. In cases where multiple patients are dictated on the
same audio file, copies made of the audio file will each receive a unique DID.

DOV: The DOV stands for Date of Visit, the date the patient visited the Healthcare Provider.

DOB: The DOB stands for Date of Birth, the birth date of the patient that the Healthcare Provider is
dictating on.

Encounter: This column displays the encounter type if it exists within an ADT feed from an EMR
system.

eSigned: This column displays if the transcription has been electronically signed by the Healthcare
Provider.

eSigned Date: This column displays the date and time of the electronic signature by the Healthcare
Provider.

Faxed: This column displays the time and date of faxing the transcription.

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

jarneld-12182019-123801wav

“jarnold” — Healthcare Provider’ username

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

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

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

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

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

JobID: For dictations made via the phone system, this column displays the Job ID given to the
Healthcare Provider.
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Last Modified: This column displays the name of the user who had made the most recent edits to
the document of the transcription.

Last: This column displays the last name of the patient.
Location: For facilities using multiple locations.

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

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

On Time: This column displays if the transcription was delivered to the Healthcare Provider’ Inbox
on time or not. This only displays for delivered files, and the field remains blank for dictations or
transcriptions still in the QA folder.
o [f the file was not late, it displays “On Time — x days” in black, .x is the number of days left.
o [f the file was late, it displays “Late — x days” in red, x is the number of days it was late by.

Late - 524.94 Days

On Time - O Days Early
Opened: This column displays if the transcription has been opened at least once.
Printed: This column displays if the transcription has been printed at least once.
Report Details: This column displays the report type but can be edited from the case info window.
Report Type: This column displays the name assigned to the template in the Template Manager. The
Transcription team can set these templates up for the Healthcare Provider s. Please speak with the

Transcription Team with details for the template setup.

Status: This column displays the status of the file. See page 68 in the Document Management
section for a full description of all Statuses.

TAT: this column displays the turn-around time assigned to a dictation. See page 68 for a full
description of dictation Priority & TAT setup.

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

Rearranging

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

& Change Dictator |} Submit [@ Case Info [ | Open @} Play | @Move @ Export [ Delete

= DID

Facility

Dictator

Length

First

Last Status

H B N N N I

#194

34761531

33737753

34504483

34504491

34504482

2450470

#194 =

Show/Hide

Maplewoaod 5...
Caris, Sanders...
Hampton Rad...
Advanced Ort..,

Hampton Rad...

Hzmmmten Badl

34761531 | Maplewood 5...
33737753 Caris, Sanders...
34504483  Hampton Rad...
34504491 Advanced Crt.,

34504482  Hampton Rad...

Resd, Samual

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

Johnson, Jim...

Bdall lacmn

Dictator

Reesd, Samual

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

Jehnson, Jim...

3:15:55
0:00:03
0:00:04
0:02:31
0:02:31
0:02:31

[.07:31

0:00:03

0:00:04

0:02:31

0:02:31

0:02:31

Mikhail
Gerald
Jasan
Simson
Dennis

Eiath

Status

Pending
Pending
QA
QA
QA

Bekarov Pending

Cooper, i
Bell |J Open @} Play | aMove ¢ Export ﬁ Delete o 0

Doug

Le egth Fir. t Last Status

Statw s n
/B

Banks

felame

. |

3:15:55

0:00:03 Mikhail Bekarov Pending

First

Mikhail Bekarov

Gerald Cooper OFFICE NOTE
Jason Bell SCH TEST
Simsan Doug CPERATIVE R
Dennis Banks XRAY

The Show/Hide menu is accessed via the three-line menu icon in the top-left corner of the File
Display area (see 1 below). Currently visible columns are shown in orange, hidden columns in white
(2 below). Click the column name to show or hide the column (3 below). Click the X when done to
close the Show/Hide menu (4 below).
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n
ger Fold\

@ Route @3Lhange Dictator Mingg Case Info [ | Open )i Play | @ Mo
il

N

DID Dictator Length Status

=3 ‘

3:15:55

0:00:03

Reed, Samual Pending

34761531

Maplewood S...

33737753 | Caris, Sanders...  Harding, David 0:00:04 Pending

arigs Lt GoT | o LB | ax T R
‘M

x Fadility Dictator L

34504483 | Hampton Rad... | Fairchild, April

34504491 | Advanced Ort.. = Harris, Monig..

34504482 | Hampton Rad... | Johnson, Jim... :| 5 - — -

34504479 | Hampton Rad.. Malk Jason

a )
SN fed, Samual 0:
Harding, David | O

Fairchild, April O

r Folder Harris, Monig... | O

>

Johnson, Jim... 0:

Betc Q) Change Dictator |4 Submit [ @ Case Info [ | Open @i

a X DID Dictator Length  Status
. 1N I ]

1355 | -

©
a :00:03 Pending = M

pvid | 0:00:04 Pending G

il 0:02:31 QA Jal

ig... | 0:02:31 QA Si

0:02:31 A D!

Quick Search

The information displayed in the File Display section, row by row, can be quick searched by using the
fields under the column header names. To do this, the user can click inside the box and type in
specific information and hits enter. This sorts the information available and displays files matching
that criteria. Multiple search criteria can be combined and used to narrow the results. To do this, the
user simply continues to enter more search criteria under other column headers before pressing

enter.
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Step 1: Identify which column will be used for searching. In this example, we will first search the
Healthcare Provider name and then the status of the files.

Paul Simpson PaulSimp | 5.8.340 | report bug
Workflow Manager Folder Folders Settings Reports Logout

g @ ' § ? eChange Dictator ‘BCase - Lyr 2yr All

filter...

I .
Workflow Manager m

‘ DID Uploaded Report Type Last Modified

(™) Hampton Radiclogy
& . Amold #159 - - -
@ 7.8ales = 32126655 | Woodard, Ja... QA Standard = 06/02/17 06:09 | XRAY Simpson, Paula | 08/20
W . Blackwell
h A. Fairchild = 32205824 | Sanders, Mar... QA Standard  08/13/17 1648 = (T SCAN - Sa.. | Simpson, Paulz | 11725
h J. Johnson = 32205589 | Sanders, Mar... QA Standard = 06/13/17 16:48 | X-RAY Sanders | Connelly, Jor... 06/26,
1. Malk
h ) = 34588274 | Johnson, Jim... QA 1hr STAT = 08/21/1913:54 = CTSCAN Wallace, Con... 01/22)
& D. McLaughlin
h 1. Mehta = 34588277 | Renault, James QA 1hr STAT | 06/21/1913:34 | CTSCAN Simpson, Paula | 02/24]
D. Mizell
w = 34877460 | Bales, Traci Cardio Pool Pending = Lhr STAT = 08/21/1913:34 = ULTRASOUND
g ). Renault
h M. Sanders = 34877448 | Bales, Traci QA 1hr STAT @ 06/21/1913:34 | MRI Bales, Zoey 09/27,
h Sl = 34588259 | Amold, Jimmy Pending | 1hr STAT = 08/21/19 13:36
W . woodard
= 34877482 | Amold, Jimmy QA for New ... Pending | 1hr STAT = 06/21/19 13:56
= 34588268 | Johnson, Jim.. QA for New ... Pending | 1hr STAT = 06/21/1913:36

Step 2: Type the search content into the column header field.

Paul Simpson PaulSimp |

Workflow Manager Folder Folders Settings Report:
2 & @ & ¥ & Change Dictator (g CaseInfo [ Open @ Play [ &Move & Export [j Delete € (5
‘ Dictator Pool Status TAT Uploaded Report Type Last Modified Dat

—ﬁ--

filter...

" Workflow Manager

& Hampton Radiology
’h 2. Arnold Total #121 = = = =
h T. Bales = | 34588274 Johnson, limmy QA 1hr STAT | 06/21/1913:54 = CTSCAN Wallace, Con... | 01/,
& ). Blackwell
h A Fairchild = | 34588259 Amold, Jimmy Pending | 1lhr STAT | 06/21/19 13:56
h J. Johnson = | 34877482  Amnold, Jimmy QA for New ... Pending | lhr STAT | 06/21/19 13:56
& ) malk
= i W /21719 13
h D. McLaughlin = | 34588268 Johnson, Jimmy QA for New ... Pending | 1hr STAT | 06/21/19 13:56
h 1. Mehta = | 34588261 Amnold, Jimmy QA for New ... Pending | 1hr STAT | 06/21/1913:56 @ MRI
@& o Mizell _ )
= 24877480 Arnold, limmy QA for New ... Pending = 1hr STAT | 08/21/19 13:56
& - Renault
h M. Sanders = | 34085120 Arnold, Jimmy Pending | lhr STAT | 06/21/19 13:56
h EulE = 24588250 Arnold, Jimmy VIP Paol Pending = 1hr STAT | 06/21/19 12:57
& ) woodard
= | 34588255 Arnold, Jimmy General Pool Pending | 1hr STAT | 06/21/19 1357
= 34588243 Amold, Jlimmy Production Te... Pending = 1hr STAT | 06/21/19 13:59
= 34588247 Arnold, limmy VIP Pool Pending | 1lhr STAT | 06/21/19 13:59
= 34588241 _ Arnold Jimmy VIP Poal Pending | 1hr STAT | 06/21/19 1359
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Results: In this example (above) typing the first word (Jimmy) of the Healthcare Provider’s name
filters all dictations and transcriptions down to those matching Healthcare Provider names matching
that search criteria (Johnson and Arnold).

Step 3: A further level of search refinement is to filter only on dictations that are in a QA status. This
is accomplished by adding all or part of the word “QA” in the Status column.

Paul Simpson PaulSimp | 5.8.340 | report bug

Workflow Manager Folder Folders Settings Reports Logout
= lyr 2yr All

‘ DID Dictator Pool Status AT Uploaded Report Type Last Modified

filter...

" i
imm L VA I
—— — Q
[ Hampton Radiology ~——
@ . Amold Total  #2 3 . T ) ) : :
@ TBales = | 24588274 | Johnson, limmy QA 1hr STAT | 06/21/191354  CT SCAN Wallace, Con... | 01/22
@& . Blackwell
m A Fairchild = 35017854 | Arnold, Jimmy General Poal QA 2hr STAT | 11/11/19 1348 | ICMC XRAY Arnold, Jimmy 11/1]
& . Johnson
@ . malk
@ D. McLaughlin
@ 1Mehta

Results: This further eliminates all transcriptions from QA folder and only displays dictations in the
Pending folder for Healthcare Providers Harris and Harding.

Step 4: The user further wants to look for dictations which would be in the QA folder & for
Healthcare Providers containing “Jimmy” in their names & have a 2-hour STAT priority assigned.
This is accomplished by typing “2” into the TAT column. This combines multiple search criteria and
displays information that match all three requirements.

Paul Simpson PaulSimp | 5.8.340 | report bug

Workflow Manager Folder Folders Settings Reports Logout
E\ Ej . i ? ﬁChange Dictator BCESE Info [ | Open i Play | &Move ¢ Export Ei Delete @ 5/ 1yr 2yr All
Dictator Pool Status TAT Uploaded Report Type Last Modified

)i e—
P

= DID

 HN =N I " M o

filter...

Workflow Manager
Hampton Radiclogy
J. Arnold

T. Bales

J. Blackwell

A. Fairchild

1. Johnson
J. Malk

= 35017854 | Arnold, Jimmy General Pool QA 2hr STAT | 11/11/19 1548 | ICMC XRAY Arnold, limmy

EEEEEENE

Results: This further sorts and displays only two files that belong to Healthcare Provider Harding and
Harris that are in the Pending folder and have a 2-hour STAT priority on them.
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Note: The “Enter” key is only needed to be pressed when search for a specific date range or for
Status other than Pending and QA.

Sorting

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

The unsorted TAT column header:

Paul Simpson PaulSimp | 5.8.340 | report bug

Workflow Manager Folder Folders Settings Reports Logout
= & Bl & ¥ & Change Dictator [@Case Info [_| Open @ Play [ «Move @ Export [ Delete @ () 1yr 2yr Al

DID Dictator Pool Status TAT Uploaded Report Type Last Modified Date

filter... ‘
_ §F F B U -3 §F J=
Workflow Manager x m
[} Hampton Radioclogy
w 1. Arnold Total #159
h T. Bales = 34588277 | Renault, James QA 1hr STAT 06/21/1913:54 | CT SCAN Simpson, Paula | 02/2§
& . Blackwell
h A. Fairchild = | 34588274  lchnson, Jim... QA 1hr STAT | 06/21/1913:54 | CTSCAN Wallace, Con... | 0172
h J. Johnson = | 35143023 | Bales, Traci QA 12hr STAT | 06/21/19 14:12 | CTW CONTR... | Bales, Zoey 12/2
G ) malk
= k) i /21719 14: 1
H D. McLaughlin 34588192 | Bales, Traci QA 4hr STAT | 06/21/1914:12 | CT SCAN Bales, Zoey 12
m 1. Mehta = | 34588162 | Bales, Traci QA 12hr STAT | 06/21/1914:10 | MRI Bales, Zoey 12/1
W@ . Mizell _ ) i i
= 34588169 | Bales, Traci QA 4hr STAT 06/21/19 14:10 | LETTER Bales, Zoey 12/1
W . Renault
w M. Sanders =] 34588150 | Bales, Traci QA 1hr STAT 06/21/19 14:09 | Test Template Bales, Zoey 12/0
h BTz = | 35017834 | Arnold, Jimmy General Pool QA 2hr STAT | 11/11/191548 | ICMC XRAY Armold, Jimmy | 1171
& - woodard
= 34588254 | Sanders, Mar... QA 1hr STAT 06/21/19 13:57 | MRI Bales, Zoey 10/0
= 34877448 | Bales, Traci QA 1hr STAT 06/21/1913:54  MRI Bales, Zoey 08,2
= 32205824 | Sanders, Mar... QA Standard 06/13/17 16:48 | CTSCAN - Sa.. | Simpson, Paula | 11/2
= 32205589 | Sanders, Mar... QA Standard 06/13/17 16:48 | X-RAY Sanders Connelly, Jor... 08/2
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The TAT column header in ascending sort:

Paul Simpson PaulSimp | 5.8.340 | report bug
Workflow Manager Folder Folders Settings Reports Logout

d & Bl & ¥ & Change Dictator [gCaseInfo [ | Open @ Play | &Move ¢ Export lyr 2yr All

‘ Stws TATA  \ploaded Report Type  lastModified Date

filter...
5 \§ B~ 3 B
= Workflow Manager x m
[™] Hampton Radiclogy
W 2. Amold Total | #159 - - - - -
h T. Bales =] 34877460 | Bales, Traci Cardio Pool Pending ~ 1lhr STAT 06/21/1913:534  ULTRASQOUND
& . elackwell
h A Fairchild = | 34588274  Johnson, Jim.. QA 1hr STAT | 06/21/1913:54  CT SCAN Wallace, Con... | 0172
h J. Johnson = | 34588277 | Renault James QA 1hr STAT | 06/21/1913:54 | CT SCAN Simpson, Paula | 02/2
& - Malk
= i 2119 1% ;
h D. McLaughlin = 3477448 Bales, Trad QA Thr STAT 06/21/1913:54  MRI Bales, Zoey 08/2
h 1. Mehta = 34588261 | Arnold, Jimmy QA for New ... Pending = lhr STAT 06/21/1913:56 | MRI
& D Mmizell _ ) )
= 24085120 Arnold, Jlimmy Pending  lhr STAT 06/21/19 13:56
& . Renault
h M. Sanders =i 34588263 | Renault, James Pending = lhr STAT 06/21/19 13:56
h Sl = 34588259 | Arnold, Jimmy Pending ~ Lhr STAT 06/21/19 13:56
& - woodard
=] 34877482 | Arnold, limmy QA for New ... Pending = lhr STAT 06/21/19 13:36
J4ETTABD | Arnold, Jimmy QA for New ... Pending =~ Lhr STAT 06/21/1913:56

The TAT column header in descending sort:

Paul Simpson PaulSimp | 5.8.340 | report bug

Workflow Manager Folder Folders Settings Reports Logout
Lyr 2yr All
DID Dictator Pool Statr s Uploaded Report Type Last Modified Date

I . - I maay =
"- AN fnd | end

filter... ‘

“"  Workflow Manager
[™] Hampton Radiology

h J. Arnold Total | #159 = = = = =
@ T Bales = | 35344679  Renault, James Pending | Standard | 02/26/20 17:29
& . Blackwell
h A Fairchild = | 35344678 Renault James Pending | Standard 02/26/20 17:29
h J. Johnson = | 35137841 | Amold, Jimmy | General Pool Pending | Standard | 12/18/19 13:39
&G - malk

— - - - 101G 13
h D. McLaughlin = | 35137840 | Armold, Jimmy General Pool Pending | Standard 12/18/19 13:39
h 1. Mehta = | 35137832 | Amold, Jimmy | General Pool Pending | Standard | 12/18/19 13:38
@ D Mizell _ ) )

= | 35137831 | Amold, Jimmy General Pool Pending | Standard 12/18/19 13:38
& . Renault
h M. Sanders = | 35068797 | Amold, Jimmy | General Pool Pending | Standard | 11/26/19 12:42
h SlE = | 35068796 Amold, Jimmy General Pool Pending | Standard 11/26/18 12:42
& . woodard

= | 35068795 | Amold, Jimmy General Pool Pending | Standard 11/26/18 12:42

= | 35068794  Amold, Jimmy General Pool Pending | Standard 11/26/18 12:42
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File Display

The Workflow Manager File Display area can display files in any phase of the workflow (Pending,
Inbox, Rejected, Final, and Delivered (combines Inbox and Final). For a detailed description of
available file statuses and their meaning, see page 68.

File Action Menu

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

& ¥ @ Search [ |Open S, Print | jFinalize (8 Reject &g Change Dictator &, Fax [/

pbp F 2L E Dictator

filter...
= 34877483 Arnaold, Jimmy 06/21/19 13:52
ow Manager — .
. 9 = 34588085 Arnold, Jimmy 06/21/19 13:50
on Radiology

06/21/19 13:52

ig 1 Flags |ny

Mone Red Blue Green Yellow | jmy 06,/21/19 13:55

2d 6/21/19 14:05
Copy DIDs to Clipboard @C'
pri 05/23/19 15:30

d 3 Preview
— 2/25/19 10:11
Download P@ )
well N—06/13/17 16:45
, 5 Mark as Printed F" o -
hild
— 6/13/17 16:45
on Interface Re-Export a@c_ '
= 32205829 @ Sanders, Mar.>~—"06/13/17 16:45
sughlin
9 = 32205828 . Sanders, Mar... | 06/13/17 16:45
El
Il = | 32205827 . Sanders, Mar... 06/13/17 16:45
[ = 32205826 . Sanders, Mar... | 06/13/17 16:45
dlers

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

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

Last Modified

Routed To

WebChartMD

Comments File Name

#198

34761531

33737753

Reed, Samual

Harding, David

31751 | - = = = =

0:00:03 Pending | Mikhail Bekarov

0:00:04 Pending | Gerald Cooper OFFICE NOTE

Simpson, Paula

Pool

Routing Error

sreed-030120... | Ge

Here's a com... | davidharding...

= 34504479 | Malk, Jason 0:0231 QA Beth Adams CT SCAN Simpson, Paula | Wallace, Con... newuserd-05...
= | 34504482 | Jehnson, Jim... | 0:02:31 | QA | Dennis | Banks ‘ | XRAY Bales, Zoey Wallace, Con... JimmyJohnso...
= 34504491 | Harris, Monig... | 0:02:31 QA Simson Doug OPERATIVER... | Bales, Zoey Wallace, Cen... meniquehari...
= 34504524 | Harris, Monig... | 0:01:08 QA Victor Aghebaoir CONSULT Simpson, Paula | Wallace, Con... meniqueharmi..
= 34504604 | Harris, Monig...  0:02:21 QA Nancy Comstock DISCHARGE 5... | Bales, Zoey Wallace, Con... meniqueharri..

34504629 | Harris, Monig... | 0:00:48 QA Greg Jones OPERATIVE R... | Wallace, Con... Wallace, Con... meniqueharmi..

®

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

Dictator Length

Status

= 33737753 | Harding, David 0

= 34504479 Malk, Jason 0

34504604 Barris, Monig...

34504629 | Harris, Monig...

34512978 Bales, Lowen

Preview: This feature allows the user to do a quick preview of the document without
opening it. Documents are previewed in a PDF format. The preview pane is closed by
pressing the “Close” button in the bottom left corner of the preview window.
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Setup:

Close

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

OPERATIVE REPORT
Simson Delaney 1203336 02/14/1980

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

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

He did request his medications being associated with dinner. 1 did change the order, for the final order to
be 40 mg p.o. gam. end 80 mg p.o. each evenimg with dinner. to help associate absorption, per patient
request. Patient appears to be less mame. He appears to be sleeping. He 13 not a3 imitated and apitated.
He is not quite as perzeverative, hyperverbal, or intruzive. He iz compliznt with medications currently.
He appears to be improving.

POSTOPERATIVE DIAGNOSES:

PROCEDURE: Appearance: Groomed. Good eve comtact. Behavior is calm, cooperative. Mood: "Tm
okay." Affect: Mildly constricted to euthvmic. Speech: Regular rate and rhythm. Thought processes
are clear, logical, goal directed.  Associations are intact. Denies suicidal or hemicidal idestion. Patient
denies anditory hallucinations when asked, but at times does appear to be mildly manic/hypomanic, at
least i his content - grandiosity, religiosity, that sort of thing.  Oriented to time, place, person, and
situation. Attention and Concentration: Normal Memory: Recent and remote appear infact, per
imterview. Language Information/Intelligence Level: Appear average. Judgment and Insight: Fair.

ANESTHESIA: Blood pressures was 128/69, pulse 123, respirations 18, 88.5 tympanic temperature.
Gait and station appear normal and no evidence currently of abnommal movements

ESTIMATED BLOOD LOSS:

INDICATIONS: We did adinst the Geodon a litfle bit aver the weekend hased on natient havins some

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

Action Menu.

The downloading process can be setup with these easy steps:

Step 1: Select files(s) to download

The user selects a single or multiple files and then clicks on the “Download” option of the “File Action

Menu”. This initiates the downloading process.
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Paul Simpson PaulSimp | 5.8.340 | re g
Inbox Folder Folders Settings Reports Logout

2 &l & ¥ Q.search [|Open 2 Print [JFinalize () Reject &3 Change Dictator &, Fax @ Case Info [ Delete @ (3 1yr 2yr All

‘ i s 5 Dictator Dictated Uploaded Finished ¥

filter...

34877483 Arnald, limmy 06/21/1913:52 | 06/21/1913:56 | 04/28/2011:57 | Dennis Aramonte

B workflow Manager
=

[t [ o e v

Inbox

Copy DIDs to Clipboard

Rejected = = 06/21/19 1405 | 06/21/19 1409  12/06/1910:36  Alice Smith
Final = pril | 05/23/1015:30 | 05/23/191535 | 05/23/1917:10 | Jason Bell
“ J. Arnold Download
W 7 oeales = ws W pril | 02/25/1910:11  02/25/1910:15 | 03/13/1914:44  Marcia Johnson
J. Blackwell = . DE/LZ/17 1645 | 06/13/17 1648  06/26/171713 G Hal
2 A. Fairchild Interface Re-Export E" i il V261 =9 slersen
W /. sohnson = 37205830 @ Sanders, Mar.. | 06/13/17 1645  06/13/17 1648  06/26/17 17:02 Dennis Banks
G . Malk = | 32205829 @ Sanders, Mar... | 06/13/17 16:45 | 06/13/17 16:48 | 06/26/17 17:01 | Mahesh Babu
@ D Mclaughlin _
“ i oo = 2205828 @ Sanders, Mar.. | 06/13/17 1645 & 06/13/17 16:48 | 06/26/17 17:00 | James Haverty
& D Mizell = | 32205827 @ Sanders, Mar.. | D6/13/17 1645 | 06/13/17 1648  06/26/1717:00  Jil Mercy

psimpson | 5.8.326 | rg
r Folders Settings Reports

&3 Change Dictator | Submit [g Case Info [ | Open @) Play [ & Move ¢ Export ffj Delete @ () Tyr

‘ = DID Dictator Length Status

x
* Set Separator
EEE

+4 What separater should the filename use?
— Dash ("-")
— Underscore ("_")
—> Space (")

—> Percent ("%")
122028 Smith Standard

125128 Woodard, Ja... 0:00:04 In Final SERENA Mcleod Standard
126537 Renault, James | 0:00:02 In Final Sierra Connors Standard

202126 Woodard, Ja... 00:00:00 In Final JOHN DOE Standard

=] 146552 Woodard, Ja... 0:00:04 In Final Carmen Keilor Standard

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

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

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

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

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

Step 3: Select the desired file name components.

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

e DID: Inserts the DID number.

e Practice: Inserts the Facility name

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

e Provider ID: Inserts the Healthcare Provider’ user ID.

e Provider First: Inserts the Healthcare Provider’ first name.

e Provider Last: Inserts the Healthcare Provider’ last name.

e Patient First: Inserts the patient’ first name.

e Patient Last: Inserts the patient’ last name.

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

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

e Done

Examples of typical filenames are:

DID-Practice-MRN-Provider_Last, which would populate with data as:

32101595-Allentown Chiropractice-Johnson

or DOV (MMDDYYYY)_Provider_First_Patient_Last_Practice, which would display as:
02-20-2020_Jessica_Smith_Williams_Dallas-Surgery-Center

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

the filename. Once a data element is selected, it is not possible to unselect or remove it until the
downloading options are reset (see further below).
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psimpson | 5.8.326 | report bug

Folders Settings
submit [ @) Case Info [ Open i@(Play [ @ Move @ Export fj Delete @ (3

Reports

Select Fields

+ . Select filename components from list

Filename:
patient_last patient_first practitioner_last
dov dictationid

— DID

—» Practice

dard, Ja... 0:00:06

dard, Ja..  0:00:04 = DOV (MMDDYYYY)

ult, James 0:00:02
- DOV (MM-DD-YYYY)

dard, Ja... 00:00:0
dard, Ja.. | 0:00:04 —> Provider ID
dard, Ja... [J:DO:O?_ - Provider First

I, David 0:00:06

dard, Ja... 0:00:06 —> Provider Last

dard, Ja.. | 0:00:08 —> Patient First

I, David 0:00:00 i
1 —>» Patient Last
dard, Ja... 0:00:09

dard, Ja.. | 0:00:04 — MRN

dard, Ja... 0:00:02 - DOB {MMDDWYY)

dard, Ja... 0:00:04
dard, Ja.. | 0:00:03 —> DOB (MM-DD-YYYY)
nild, April 0:00:04 — Done

dard, Ja... 0:00:01

T T T
dard, Ja...

0:00:01 In Final Kirsten tandar:

Step 4: Completing the filename

patient_last patient_first practitioner_last dov dictationid

NOTE

NOTE

Tyr 2yr AII

Logout

WebChartMD

Once the required filename has been selected, click the “Done” option at the bottom of the list to

finish the file name selecting process and proceed to the next step.

Note: It is highly recommended to have the filenames contain at least one unique file naming
feature such as DID number in case the Healthcare Provider has two dictations on the same day for
the same patient, in which case, both transcriptions would populate the same filename and can

potentially overwrite each other in the process of downloading them.

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

psimpson | 5.8.326 | re
older Folders Settings Reports

Route ﬁ[hange Dictator | Submit _BCase Info ["| Open @|Play [ Move @ Export 8 Delete o - Tyr 2yr All

Dictator Length Status
| . .. |
Select Folder
Total | € < 4 Bl > ThisPC » Desktop v D Search Desktop o
= Organize ~ MNew folder == - Woodarg
= b~ Mame Arnold, J
-i u finished emails Woodar
= c:; Dre finished emails 12022019 Tille, Chi
= Master Manual Project
= @ad Evans, Ja
other
@E
= Production Audio files -- NOT TEST Woodare
) ar Resource Link project
=] i Evans, Ja
LIRL Returned Faxes
=] > N screenshots Arnald, ]
= an september 2019 Eranser
= ac Transcriptions Wood |
= v o< > oodarg |
= Folder: | Transcriptions Fairchild }
= Select Folder Cancel Bvans, Ja
=] Evans, Ja
= | 181740 Woodard, Ja... 0:00:06 InFinal | John Smith Thr STAT Arnald, J
181742 Woodard, Ja... 0:00:08 In Final Louis Freeman Standard Woadarg

Step 6: Download completion

Once the download location is selected, files will automatically download into the selected folder. A
popup message in the bottom right corner of the screen confirms files have successfully
downloaded.

WebChartMD File Download
* Suc ully d oaded C\U

Download confirmation popup message
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N | Transcriptions

T

~

7 Quick
c
Jr
£
=| F

AlP
Dict
MNLP

=@

user

22 Dropt

i dict

&8 Enri

2 File

finis

QR HIP

2R mec

& OnE
% Pho ¥

17 items

The transcribed documents downloaded to the selected location.

Notes:

Share View
» Transcriptions Nl
~
Mame Date modified Type
| Adams-Beth-Malk-05192019-34504479.doc  1/10/ ¥ Microsoft Word G
| Adams-John-Arnold-06212019-34388258....  1/10/ M Microsoft W
W) Apollos-Zebe-Arnold-06212019-3458810...  1/10/ b Microsoft W
iz Aramente-Dennis-Arnold-06212019-3438...  1/10/ W Microsoft W
@z --Amold-11082019-35011016.doc 1710/ v Microsoft W
W= Arrowood-Jimmy-Weodard--113445.dac 1710/ : I Microsoft W
W5 Bales-Johnny-Arnold-05232019-34504518...  1/10/ M Microsoft W
W5 BLANK-SYSTEM-Arnold-09272019-34588.. 1 Microsoft W
| Calkre-Lisa-Woodard-03092007-42448.doc 1 Microsoft W
| Calkre-Lisa-Woodard-03092007-42450.doc 1 Microsoft W
| Chresten-Martin-Arnold-06212019-34388... 1 Microsoft Word
| Freeman-Louis-Woodard-06132007-1194... 1 Microsoft W
W= Kline-Mercy-Arnald-06212019-34877487.... 1 Microsoft W
iz| McCord-James-Arnold-11202019-343880... 1 Microsoft W
| Scott-Lewis-Tille-03142007-47308.doc 1 Microsoft W
| Smith-Alice-Armnold-06212019-34588257.... 1 Microsoft W
| smith-susie-Woodard-03092007-42449.doc 1 Microsoft Word 9...

arch Tran...

13KE
14KE
21KB
14 KB
14 KB
24 KB
21KB
2TKB
23KB
23 KB
31 KB
26 KB
I3KB
33KB
22 KB
14 KB
23 KB

WebChartMD

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

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

Reset download options

Use legacy opening
Save every change separately

Enakle debug legging

Ewit

Customize...

12:16 PM

T fm ' B}
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@ Mark as Printed: This marks the transcription as having been printed.

@ Interface Re-Export: This feature allows the user to retrigger a transcription so that it
exports. For more details, please contact WebChartMD Support for details on setting up an
Interface.

Page 45 of 121 « WebChartMD - User Manual: Facility Administrator Version



WebChartMD

Facility Name

The folder is named with the Facility Name for the facility user logged into the Portal. It also serves
as a secondary view into the workflow for many of the same functions performed within the
Workflow Manager. There are five folders under this view:

Paul Simpson PaulSimp | 5.8.340 | report bug

Inbox Folder Folders Settings Reports Logout

; ﬁj = ? Q Search [ Open =,Print | Finalize GReject QChange DictatorEFax BCase Info BDeIEte o o lyr 2yr All
=m E Dictator Dictated Uploaded
filter...
= 34877483 Arnold Jimmy | 06/21/1913:52  06/21/1913:56  04/28/20 11:57  Dennis Aramonte 28
Workflow M _ ) -
| Pt anager = 34588085 Amold, Jimmy | 06/21/1913:50 | 06/21/19 13:54 | 04/28/20 1157 | Simi Abraham B
'E‘ Hampton Radiology
Notes = 34877479 Arnold, Jimmy | 06/21/1913:52  06/21/1213:56  04/28/20 1156  Betty Smith 01
Pending = 34588116 @ Armold, Jimmy | 08/21/1913:55 | 06/21/19 1359  04/06/20 1053 | Zebe Apallos 1]
m = 34588179 Bales, Traci 06/21/19 14:05 | 06/21/19 14:09 | 12/06/1910:36  Alice Smith 10
FEEaE = 3s504483 @ Fairchild, April | 05/23/1915:30 | 05/23/1915:35 | 05/23/1917:10 | Jason Bell 35
Final
8 . Amold = 512 @ Fairchild, April | 02/25/1910:11  02/25/1910:15 | 03/13/1914:44  Marcia Johnson 10
« Arnol
W@ T sBales = 32205003 @ Sanders, Mar... | 06/13/17 1645 | 06/13/17 16:48 | 06/26/17 1713 | Greg Halvorsan 2q
@ . elackwell = 220580 @ Sanders, Mar.. | 06/13/17 1645  08/13/17 1648 06/26/17 1702  Dennis Banks 02
@ A Fairchild —

Notes: This displays the Notes created by the Healthcare Providers.
Pending: This displays the dictations that are yet to be transcribed.
Inbox: This displays the dictations that need to be transcribed.

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

Final: This displays the dictations that have been finalized.
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Notes
The Notes folder allows Facilities to add documents to the workflow through a drag and drop process.
Typical documents that might be added to the workflow via the Notes folder include informational

documents, patient lists/schedules, and hand-written notes that are outside the normal
dictation/transcription workflow.

Adding Documents to Notes Folder

Facility users can upload a note by dragging and dropping it from the user’s desktop or folder on
computer and onto the the file onto the File Display area in the Notes view.

PaulSimp | 5.8.340 | report bug
Folders Settings Reports Logout

Pa iimpson
No ‘older

L& ¥ O Search @ CaseInfo [ Open [ Delete @ (5 1yr 2yr All
Dictator Effective Date
Arnald, Jimmy Hand-written Notes 02/03/20 pls add these comments 02/03/20 12:11
Arnold, Jimmy Patient List 01/22/20 AM patients Dr. Smith 01/22/20 14:45
Arnold, Jimmy Info Document 12/30/19 Uploaded Note 12/30/2... 12/30/1912:15
ol Bales, Traci Info Document 12/13/19 Test Document 12/13/19 15:06
Inbox Arnald, Jimmy Patient List 10/24/18 AM patients 10/24/12 1431
Rejected Arnold, Jimmy draft 09/05/}2 I\ See notes on draft 09/05/19 15:38
GiiE Arnold, Jimmy Patient List 09/0 09/05/19 15:37
hﬁ J. Arnold =
@ 7 Bales Arnold, limmy am patients 07/1 — 07/10/19 15:36
i . Blackwel Anald, Jimmy Patient List ‘ wrss— | | AR atients ‘ 05/26/19 19:04
8 A rairchild " e :
& .. Johnson e B
hﬁ J. Malk Fairchild, April Ney
& D. McLaughlin | @ r
f | =| 1 » Newfolder
@ Lmehta Bales, Traci Patf = | )
4 D.Mizell limmy i
h Amald, fimmy Patﬂ Organize = Include in library + Share fith = Play all Mew folder
W& . Renault R —
7
e §
i Favorites Name Title
Bl Desktop |E@ Mew Doc.doc
4 Downloads

1| Recent Places

Once the document is dropped into the File Display area, a “Case info” box appears (below). Facility
users can enter any pertinent information into the fields listed in the Case Info box:

Facility: This provides with a dropdown menu allowing the user to select a Facility name.

Dictator: Once the Facility name has been selected in the above dropdown, this Dictator dropdown
displays a list of Healthcare Providers at the Facility, allowing the user to select a Healthcare
Provider for this note.

Note Type: The Note Type field is a free text that can be entered to describe the note type.

Comments: A free text box, allowing the user to write information about this Note document.

Effective Date: The time and date of uploading the Note.
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Case Info for New Doc.doc

Dictator *| Woodard, James Note Type | Patient List
Effective D... | 05/01/2020 Comments| Patient Lisﬂ

Upload Cancel

Once the document is uploaded it will be visible in the main window of the Notes folder, from where the
Transcription Team can access the document to take whatever action is required.

psimpson | 5.8.326 | report bug
Folders Settings Reports Logout

W Q Search [ Case Info [ Open fj Delete @) Tyr 2yr Al
ities
hijampton Radiol.. | Amald, Jimmy Infio Document 1230119 Uplcaded Note ... | 12/30/119 12115
Fidelity Insurance | Bales, Lowe =g ey TTUEES oie | 12727719 13:43
anager Hampton Radiol. Eales, Trac nfo Docurment 121319 Tast Dacument 12713719 1506
= Fidelity Insurance Eales, Lowen Patient List 03,26M9 10431719 08:30
s
- Hampton Radio Amald, Jimmy Patient List 10,2419 AM patients 10724719 14:31
Harnpton Radio Amald, Jimey Patient List 0%/0519 0940519 15:38
Hampton Radm Amald, Jimmy Patient List 0059 0905719 15:37
Farmntnn Badic Aol limemy Armatisnte 07510019 NTr10019 1536

Folder Management Functions

All available Folder Management Functions viewable in the Notes folder and their descriptions can
be found starting on page 14.

Columns

The column display within the Notes folder is intentionally different than other folders. This is because
columns in the Notes folder display the data entered via the Case Info box at the time the document was
added into the workflow. A full description of each data fields visible in the Notes folder are described
on the previous page.
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Column Management
Unlike other Folders, column management features are limited to column arranging, and column

ascending/descending capabilities. See page 31 for a full description of column management
features.

File Display

The files displayed in this section are not dictation files. All visible files in this folder are note
documents. For a detailed description of available file statuses and their meaning, see page 38.

File Action Menu

All available “File Action Menu” options viewable in the All Documents Inbox and their descriptions
can be found starting on page 37.
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WebChartMD

The Pending folder gives the user a view of all files that have not yet been delivered. In other words,
it contains dictations waiting to be transcribed and transcriptions in the QA workflow of the
Transcription Company, but no on-screen indication is given if a file is in a Pending status or a QA

status.

Paul Simpson
Pendii Folder

1]

35362501

35362492

= 35362377
= 35362356
= 35362179
Rejected = 35362130
Final _
= 35344670
H 1. Arnold
@ T Bales = 35344678
H J. Blackwell = 35313501
@ A Fairchild
@ ). Johnson = 35343500
@ ). malk = 35343495

Folder Management Functions

Arnold,

Arnold, Jimmy
Arnold, Jimmy
Arnold, Jimmy
Arnold, Jimmy
Arnold, Jimmy
Renault, lames
Renault, James
Arnold, Jimmy
Arnald, limmy

Arnold, Jimmy

Uploaded ¥

03/03/2015:34

03/03/20 15:34
03/03/20 15:09
03/03/20 15:07
03/02/20 14:40
03/03/20 14:29
02/26/2017:29
02/26/20 17:29
02/26/20 14:04
02/26/20 14:04

02/26/20 14:03

03/
03/03/20 15:34
03/03/20 15:09
03/03/20 15:07
03/03/20 14:40
03/03/20 14:29
01/15/18 19:38
10/08/19 10:07
02/26/20 14:01
02/26/20 14:00

02/26/20 14:00

Folders

File Name

jarneld-03032...
jarnold-03032...
jarneld-03032...
jarnold-03032...
jarneld-03032...
jarnold-03032...
jrenault-0115...
jrenault-1008...
jarneld-02262...
jarnold-02262...

jarnold-02262...

PaulSimp | 5.8.340 | report bug

Settings Reports Logout

2hr STAT

2hr STAT

2hr STAT

2hr STAT

2hr STAT

2hr STAT

Standard

Standard

2hr STAT

2Zhr STAT

2hr STAT

1yr 2yr All

ICMC XRAY

LETTER

The first six functions from the left are consistent in all folders and more information on them can
be found on page 14. The next four functions are explained in detail on page 68.

Columns

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

31.

Column Management

File Display

This section displays the dictations. All visible dictations in this folder are of the Pending status. For

a detailed description of available file statuses and their meaning, see page 38.
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File Action Menu

All available “File Action Menu” options viewable in the All Documents Pending and their
descriptions can be found starting on page 37.
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Inbox

The Inbox contains all dictations from all Healthcare Providers that have been transcribed by the
Transcription Team.

Paul Simpson PaulSimp | 5.8.340 | report bug
Inbox Folder Folders Settings Reports Logout

J B 8 T Qsearc) [ Open EiPrint | JFinalize  Reject £ Change Dictator & f pse Info [ Delete @) (5 1yr 2yr All
Jploaded Finished ¥ First La

filter... ‘

34877483 Amold, Jimmy 06/21/1913:56 = 04/28/20 11:57 = Dennis Aramo)
Workflow Manager

=

34588085

Arnold, Jimmy 06/21/1913:54  04/28/20 11:57 = Simi
Notes = 34877479 Arnold, Jimmy 06/21/19 13:56  04/28/20 11:56 | Betty Smith
= 34588116 . Amold, Jimmy 06/21/1913:59 | 04/06/2010:53  Zebe Apollo
= 34588179 Bales, Traci 06/21/19 1409  12/06/19 10:36 | Alice Smith
Rejected = 3504483 @ Fairchild, April 05/23/1915:35 | 05/23/1917:10  Jason gell
Final =
= 34215312 . Fairchild, April 02/25/19 10:15  03/13/19 14:44  Marcia Johnsg
& ). Amold
WG T Bales = 3220503 @ Sanders, Mar... 06/13/1716:48 | 06/26/17 17:13 | Greg Halvor:
G ). Blackwell = 3205830 @ Sanders, Mar... 06/13/17 16:48  06/26/17 1702 Dennis Banks
@ A rairchild
@ ). sohnson = 320820 @ Sanders, Mar... | 06/13/1716:45  06/13/17 1648  06/26/1717:01 Mahesh Babu

The Inbox folder consists of three important areas:
@ Folder Management Functions: This ribbon holds several function buttons that assist with

file management. Only a specific set of functions are available in the Inbox folder.

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

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

Paul Simpson a e e a PaulSimp | 5.8.340 | report bug
Inbox Folder rolders Settings Reports Logout

J &l 8 T QSearch [ Open SPrint [JFinalize © Reject & Change Dictator & Fax @ Case Info [ Delete € (& 1yr 2yr All

filter... ‘

Id, Jimmy Dennis

Workflow Manager

|
]
(. Hampton Radiology

34588085

06/2

Arnold, Jimmy Simi

Notes = 34877479 Amold, Jimmy | 06/21/19 13:52 04/28/20 11:56 | Betty Smith
Pending = 24588116 @ Amold, Jimmy | 06/21/1913:55 | 06/21/19 13:59 | 04/06/2010:53 | Zebe Apollo
= 34588179 Bales, Traci 06/21/19 14:09 | 12/06/19 10:36 | Alice Smith
= 34504483 . Fairchild, April 05/23/19 15:30 | 05/23/19 15:35 | 05/23/1917:10 | Jason Bell
(ﬁ Ao = 34215312 . Fairchild, April 02/25/1910:11 | 02/25/1910:15 = 03/13/19 14:44 Marcia Johnsg
W8 T sales = 3220593 @ Sanders, Mar... 06/13/17 1648 Greg Halvor:
. i'afk":{T: = 3205830 @ Sanders, Mar... Dennis Banks
z ‘:'Joar::s(:n = 32205829 . Sanders, Mar... Mahesh Babu

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

Open: More information on Open can be found on page 24.

Print: This allows the user to print transcriptions. The transcribed document prints to the
default printer of the computer.

Finalize: This function finalizes the transcription and moves it to the Final folder. More
information about the finalized status can be found on page 68.

Reject: This allows the user to reject dictations in the transcription workflow; to access the
Rejected folder within the Folders view; and to edit and re-submit documents that have
been rejected and are within the Rejected folder. For more information about rejecting, please see
page 60.

OIOONO,

Change Dictator: More information on Change Dictator can be found on page 22.

©
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@ Fax: Transcriptions can be faxed directly from the Portal, via either an automatic setting or
manually. For more information on automatic faxing, please see page 65.

To manually fax transcription(s) from the portal:
Click the “Fax” icon in the toolbar to open the “Send Fax” application.
This window is divided into two sections:

- Search for Fax Recipient
- Add New Fax Recipient

Send Fax

Sealch 10 1oCale Tax recipient(s)

@ |nameorfaxnumber | Search

inc uae cover SI eel

T —————
@ |Name HFax |

+ Lol L I}

Close

@ Search on Fax Recipient

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

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

Send Fax Send Fax
Search to locate fax recipient(s) [ Search to locate fax recipient(s)
.

Select fax recipient(s) Select fax recipient(s)

Office Name ‘Contact Name Location Fax Office Name Contact Name Location Fax
Freeman Internal Medicine Gerald Smith, MD (757) 551-2122 Freeman Internal Medicine (201) 555-1212
Freeman Internal Medicine Manfred E. Smith, MD (201) 555-1212 Freeman Internal Medicine  Manfred E. Smith, MD (201) 555-1212
Smithers Associates (888) 355-1212 Dr. Albert Jones (201) 555-1212
Smithers Associates Frank Smithers, MD 1-423-432-9221 Dr. Albert Jones Dr. Albert Johnson (201) 555-1212

include cover sheet include cover sheet

Add new fax recipient(s) Add new fax recipient(s)

Name H Fax | Name Fax Add

save to address book save to address book

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

Send Fax
Search to locate fax recipient(s)
o e
SEIeCt fax reciplient(s)
Office Name Contact Name Location Fax
Freeman Internal Medicine ‘ Manfred E. Smith, MD | | (201) 555-1212 |

include cover sheet

Add new fax recipient(s)

Name || Fax |

save to address book

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

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

Send Fax

Search to locate fax recipient(s)

|nameorfaxnumber ‘ Search

include cover sheet

[ e b e s ==y

[ John Kramer || 124-509-9227 |

St aeaatceae e bosl

Close

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

Notes on adding fax recipients:

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

Search to locate fax reci

‘ name or fax number

pient(s)

Select fax recipient(s)

Office Name Contact Name Location

[linclude cover sheet

[ John Kramer

[l save to address book

Add new fax recipient(s)

|| 124-509-9227

=

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

Send Fax

Search to locate fax recipient|

(s)
— |

&)

Select fax recipient(s)

[l include cover sheet

Add new fax recipient(s)

John Kramer |[ 124-509-9227

|| save to address book

m

Checking the “save to address book” checkbox will add the name and fax number to the Address

Book for future use.

Checking the “include cover sheet” checkbox will add the cover sheet to the fax as a first page.
More information about the cover sheet can be found on page 83.

The “Close” button closes the window without sending the Fax while the “Send Fax” button

sends the fax to the selected recipients.
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@ Case Info: More information on Case Info can be found on page 23.

Delete: This allows the user to delete dictations and transcriptions from the workflow. For more
information about deleting, please see page 27.
Columns

All available columns viewable in the Inbox and their descriptions can be found starting on page 28.
Columns unique to the Inbox are:

Actions: This column contains three icons:

Paul Simpson psimpson | 5.8.326 | report bu
Inbox Folder Folders Settings Reports Logo

9 ij S ? QSearch LJ Open éPrint LJFinaIize @Reject %Change Dictator ﬂ Fax _BCase Info ﬁ Delete o :j 1}”2}’

‘ filter... ‘

= | 34588166 Miller, Ger2
B workflow Manager

T = sousm @ Amold & R
Notes = zz0me @ @ r . &R
Pending = 340007 @ Arn:ldI & = E

= sz @ Fairchild, April MR & B
AR = 232796 @ Arnald, limmy ULTRASOUND U N |

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

Document History: Clicking on the “Document History” icon opens a pop up window that
shows all iterations of the transcribed documents for the transcription.

A previous iteration of the document can be opened by double clicking on one of the rows in the
Document History popup. This also uses the “Document Handler” software and opens the transcription
document into Word.

A previous iteration of the document can be made as the current transcription document by using the
“Restore” icon to the far right of the row. This overwrites the current copy of the document and can
come in handy if an edit was made in error was made and a previous version of the document needs to
be referred for rectifications.
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Document history for 34504489

Open  Edited By
Arnold, Jimmy
Evans, Janice
Simpson, Paula
Evans, Janice
Simpson, Paula

Wallace, Connie

Patient MRN  Patient First  Patient First Edit Date

1238366

1238366

1238366

1238366

1238366

1238366

Jessica

Jessica

Jessica

Jessica

Jessica

Jessica

Lewis
Lewis
Lewis
Lewis
Lewis

Lewis

12/12/19 14:50
12/06/19 15:04
11/21/19 02:02
09/05/19 15:33
05/24/19 09:58

05/23/19 17:30

Iteration Restore]

76538789

76509146

76435208

76051103

75540686

75537037

4
4
&
4
+4

WebChartMD

Audit Trail: This displays a list of all users who have accessed a document, the date/time of
their access, and the action they performed, such as opening, editing, finalizing, esigning,

etc. (see below).

Audit Trail for 35137844

Name
Jimmy Amnold
Jimmy Armnold
Paula Simpsan
Paula Simpson
Zoey Bales
System Admin

Zoey Bales

Close

Column Management

Date

12/18/19 12:39

12/18/19 13:39

01/06/20 14:34

01/31/20 11:32

03/17/20 10:30

03/17/20 10:30

04/20/20 09:39

Action

Upload dictation

ADD_PHOMNE_ACCESS

CHAMGE_DICTATIOMN_PROPERTIES

Change routing

Edit demographics

Changed patient

Edit

See page 31 for a full description of column management features.

File Display
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This section displays the dictations. All visible dictations in this folder are of the Pending status. For
a detailed description of available file statuses and their meaning, see page 38.

File Action Menu

All available “File Action Menu” options viewable in the Inbox and their descriptions can be found
starting on page 37.
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Rejected

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

Paul Simpson PaulSimp | 5.8.340 | report bug

Rejected Folder Folders Settings Reports Logout
lyr 2yr All

Uploaded ¥

‘. filter... ‘

Ameld, Jimmy 06/21/1913:52 = 06/21/19 13:56 Maddy  Lundgrens 100112

B Workflow Manager
(. Hampton Radiology

Notes

06/21/1913:52 | 06/21/1913:56 | 09/27/191 100112

34588265

Amold, Jimmy Lundgrens

34588275 Amold, Jimmy 06/21/19 13:51 09/05/19 1543  Joan Miller 383755

Pending 34504521  Woodard, Ja.. 05/23/1915:33 05/29/19 10:1 Abernathy, Jr. = 000198383

34504482  Johnson, Jim.. 05/23/19 15:30 05/23/19 1707 Banks 02876667

03/15/19 18:01

Amold, Jimmy 3/15/19 18:01 Gise BBA-151

Fairchild, April 08/07/18 05:33 = 08/07/1805:37 09/17/181512 Jane Doe ACMFSLDJSA

@ . Amold

W3 T1.Bales

= 33415907 = Amold, Jimmy 06/11/18 1204 = 06/11/18 12:07

The Rejected folder consists of three important areas:

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

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

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

Folder Management Functions

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

Columns

All available columns viewable in the Rejected and their descriptions can be found starting on page
28.

Columns unique to the Rejected are:
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Rejection Reason: This column displays the information provided by the Dictator while rejecting a
transcription.

Column Management
See page 31 for a full description of column management features.

File Display
This section displays transcriptions that have been rejected by the Dictator. All visible transcriptions
in this folder are of the Rejected status. For a detailed description of available file statuses and their
meaning, see page 38.

File Action Menu

All available “File Action Menu” options viewable in the Rejected and their descriptions can be
found starting on page 37.
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Final

The Final folder displays transcriptions that have been Finalized, either by using the “Finalize”
function in the Inbox, or by when the transcription gets esigned by the Dictator.

Paul Simpson PaulSimp | 5.8.340 | report bug
Final Folder Folders Settings Reports Logout

B Fax [ Delete @ & 1yr 2yr All

ﬁ Dictator Dictated Uploaded Visit Date DOB Report Type

[ | W

34588241 Amold, Jimmy  08/21/19 1255 | 06/21/19 13! 05/26/2012:12 | 06/21/19 | 04/04/86 | XRAY

34588255 Amold, Jimmy | 08/21/1912:53 | 06/21/19 13! 05/26/2012:06 | 06/21/19 | 08/21/75 | CT SCAN

s

34877483 Amold, Jimmy  08/21/1913%52  06/21/1913:56 04/28/2011:57 | 06/21/19 MR

[%+]

35137852 Amold, Jimmy | 12/18/1913:38 | 12/18/18 13- 04/20/2013:09 | 04/20/20

[175]

35137844 Amold, Jimmy | 12/18/1912:36 124 04/20/2009:39 | 04/20/20 template bao...

[%+]

35068759 Amold, Jimmy 1/26/1912:32 | 11/ 04/20/2009:37 | 04/20/20

(7]

== = 35246373 =] Armold, Jimmy | 01/27/2013:09 | 01/27/2013:11 | 04/20/2008:35 | 04/20/20
& - Blackwell = 35183604 =] Arnold, Jimmy | 01/07/2011:26 | 01/07/2011:28 = 04/20/20 09:35 | 04/20/20
WG A Fairchild _ R
; = 35182603 = Amold, Jimmy  01/07/2011:26 01/07/2011:28  04/20/2009:34  04/20/20
\’i‘ J. Johnson
@ ). malk = 35400600 @ =] Amold, Jimmy | 03/18/2014:16 | 03/18/2014:16  03/18/2014:16 | 03/18/20 | 10/23/56 | CT W CONTR...
S =

The Final folder consists of three important areas:

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

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

@ File Display: The central section of the Portal displays the finalized transcriptions.

Folder Management Functions

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

Columns

All available columns viewable in the Final folder and their descriptions can be found starting on
page 28.

Columns unique to the Final folder:
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eSigned: This column displays if the transcription has been electronically signed by the Dictator. This
is displayed by a golden padlock icon appearing in the column if the document has received the
electronic signature. Hovering the mouse over the padlock for a specific transcription displays the
date and time of the esigning.

10/08/19

10/18/19

J

| eSigned on: 01/30/20 16:28 |17

06/08/17

06/08/17

The electronic signature gets applied to the last line of the transcribed document. For example, a
transcription esigned by Dr. Paul Simson would look like this:

*xEE* Document e-signed by Dr. Paul Simpson on Thursday, May 28, 2020 at 3:36:05 P ®*#**

Column Management
See page 31 for a full description of column management features.

File Display
This section displays transcriptions that have been finalized by the Dictator. All visible transcriptions
in this folder are of the Finalized status. For a detailed description of available file statuses and their
meaning, see page 38.

File Action Menu

All available “File Action Menu” options viewable in the Final folder and their descriptions can be
found starting on page 37.
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Healthcare Provider Folders

Paul Simpson

Inbox Folder

= 2l 8 T Qsearch [ |Open & Print [ Finalize ( Reject g Change [

Dictator

filter...
= | 34877483 Arnold, Jimmy
B workflow Manager = 24583085 Amold, Jimmy
'E' Hampton Radiology
= 348774 ¥
= | 3458s1 filter... !

Final
@ - Amold
m T. Bales
@ - Blackwell Pending
@ A Fairchild
[

1. Johnson

Final

345821 8  Workflow Manager

U T Bales
& . Blackwell

WebChartMD

Below the Facility folder are the individual Dictator folders. Dictator names appear in the folder

pane by the last-name in alphabetical order.

Clicking a Dictator name expands the view to expose the folders available for each Dictator. Folders

are permission-based, but typically include Notes, Pending, Inbox, Rejected and Final.
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Document Management
This section of the manual provides details related to managing transcriptions.

Automatic faxing (auto-fax)

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

Auto Print

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

Using Dragon with WebChartMD

Dictators can incorporate front-end speech recognition tools like Dragon into their WebChartMD
workflow. Instructions are included in the Facility user manuals but included here as a resource for
the Transcription Team.

Please note: WebChartMD’s front-end speech recognition workflow utilizes software already
installed and purchased on the Dictator’s computer. WebChartMD does not provide the front-end

speech recognition software.

To incorporate front end speech recognition into the workflow, the Dictator follows these steps:

1. From the Draft folder, click the “New Document” button on the Folder Management
toolbar.

Lowen Bales lowenbales2 | 5.8.326 | report bug
Draft Folder Folders Settings Reports Logout

=) gj i = v QSearch BCase Info [ | Offen [ | New Document Tyr 2yr All
= Dictator g wpnouwcaUDate  Report Type
filter...
= | 35109207 | Bales, Lowen 12/10/1911:32 A 123436 Mike Salyers 02/12/56 | 12/10/19 Default
E My Documents = | 35033887 Bales, Lowen 11/15/19 09:52 A *CJscoo™ RJ Cooper 11/15/19 Default
_ = | 35033553 Bales, Lowen 11/15/190802 A AELICIMCGH christopher | williamson 11415119 Default
N = | 35033551 | Bales, Lowen 11/15/19 08:02 A 513533 Unknown Patient 11/15/19 Default
Review
= | 35033549 Bales, Lowen 11/15/19 08:01 A 11415119 Default
Pending
= | 35033548 Bales, Lowen 11/15/1908:00 A 1234356 Mike Salyers. 02/12/56 | 11/15/19 Default
Inbox _
= 35028736 Bales, Lowen 117147190816 A 1114119 Default

2. Click the “Case Info” window to enter demographics and make other selections relevant to the
dictation.
a. Add patient information if desired (not required).
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b. Search for the patient using the “Search Patient” field. Previously transcribed patients
will present in the search box.

c. Select the “Report Type” (required entry) to use in conjunction with the workflow.

d. Select the “Status” for the file (required). If “Draft” is selected, the completed
document will route to the Transcription Team for review and clean-up. If “Inbox” is
selected”, the document will by-pass QA and move directly to the Dictator’s Inbox.

e. After filling out the information in the fields, click the “Open New Document” button in
the Case Info box (below).

Case Info

Search Patient Date of Visit| 01/17/2020
First Name | Ralph Last Name | Smith
Date of Birth| 04/08/2019 ID#| 57458

ReportType *| [Fidelity | - L. Bales] X-Ray W Note
Billing Codes Location | Defaylt

Status|  praft

‘ Open New Document ) €L

3. The selected template opens, and Case Information populates into the template (below).
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Lowen Bales lowenbales2 | 5.8.326 | report bug
Draft Folder Folders Settings Reports Logout

WebChartMD

]

| & & T (4 Search [g Case Info [[| Open [~ New Document [ Delete (=) Tyr 2yr All |
Dictator [ Uploaded Date  Report Type
filter...
E My Documents =
_ File Home Insert Design Layout References Mailings Review View Help £ Tellme
— = 4 ﬁﬁfﬁ Calibri S AT e [ A AaBbCeDc| AaBbceDe AaBbC
=| s g | BIU-®dxx A £ -A- T Normal | TNoSpac.. Headingl =
Pending Tw
= | 3 Clipboard & Font " Paragraph i Styles
Inbox _
= 3
Rejected = 4
Final = 4
Wl —
HFlde\ltylnsurance = 1
=
w M. Bales
Patient Name: [Smith, RalpH
X-Ray Number: [57458
DOB: |
| pos: [1/17/2024

The Dictator positions the cursor at each section / subsection of the template, and dictates using

the front-end speech recognition software installed on the local computer.

Once completed, the Dictator presses “Save” to save the completed document.

Once saved and closed, the document will follow the routing rules selected in the “Status”

dropdown as mentioned in 2.d above.

Traci Bale
File Home Insert Design Layout References Mailings Review View Help S Tellme 15 Share I COnggoents
; 3 o == PFind ~ B
Eﬁ [y | (2 God) -1t - &5 == 2L T aseocend Asocox AaBbC 0 i g
Paste : | m + - Dictate
- = B I U-~ab x, X | A i=- g - . TNormal | TNoSpac.. Heading1 |+ b Select - -
Clipboard Font ] Paragraph ] Styles [F] Editing Voice ~
Patient Name: [Smith, Ralph
X-Ray Number: [5745§
pos: |
DOS: |1/17/2021
[ q Microsoft Word X
Referring thsi:ian:I
I ‘Want to save your changes to 35220710-transcription-76695368.doc?
Exam Type: Two views of thf /
If you click "Don’t Save”, a recent copy of this file will be temporarily available,
Indication: Patient has 5 Leam
on't Save e
Technique: Frontal and o
soft tissues of the neck radiographs for comparisere However, there was an ultrasound of the neck
performed on the same day.
Comparison:  No prior studies are available for comparison.
Findings- Frontal and lataral views of the enff tissues nf the neck wera svaluated and reveal there
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File Status

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

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

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

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

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

Deleted: this status means the dictation or transcription has been removed from the workflow and
no longer accessible. Note — Documents can be taken out of the “Deleted” status by using the
“Move” feature in the Workflow Manager. See page 26 for more details.

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

Document Locking

WebChartMD locks a document once opened by a user to prevent multiple users from accessing the
document at the same time. Hovering over the “lock” icon on screen displays information about

who is currently accessing the document, and the date/time of the access.

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

File locked by another user

Another user has this document open.

It has been locked to prevent editing.
Any changes made will not be saved.

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

Open read-only Cancel
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Edit

Edit is a permission-based function which enables users to edit transcriptions. As with the “Open”
function, the edit function requires the installation of WebChartMD’s DocHandler. To edit a
transcription, highlight the transcription and click the “Open” button in the toolbar. The
transcription will open using the locally installed copy (i.e. the copy installed on the local computer)
of Microsoft Word.

v QSear[h L | Open é,Pnnt u}FlnaIlze @ Reject %Change Dictator E Fax j(ase Info a Delete o __

Dictator Dictated Date

I = | 35109384 I__ﬁ Fidelity Insuran... Bales, Lowen 12/10/18 12:05 Mike Salyers 123456
i = 34588166 Advanced Orth... Miller, Gerald 06/21/19 14:07 Shari Deming 102938
-
29011
D-1 /- s 35109384-transcription-76523852.doc - Co.. = - 0O X
1238366
Home Insert Design Layout References Mailings Review View Help B2 Tellme 1 Share =
— SY¥S-BLANK
o S e e -
ﬁj : Calibri S [N Aas fe  PZ-i=-%E- ZEE 2] T aasbcede aaBbeede AaBbC - » BEA-151
Paste  BIIU-®x ¥ A Z-A. B=== 1= &-2- TNormal | Tho Spac.. Headingl [5| | Editing 1029288
Clipboard 1 Font [ paragraph [ Styles [ ~ 00258
L 1 X 1 2 3 4 5 & ” 7 N P

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

' N
Microsoft Word )

Want to save your changes to Transcribed Document.doc™?

If you click "Don't Save”, a recent copy of this file will be temporarily available.
Learn more

Save ] [Dog'tSave] [ Cancel

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

health record systems. For more information on creating custom interfaces, contact WebChartMD
support. For a description of the “Interface Re-export” feature, see page 45.
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Settings View
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Settings View Overview

WebChartMD

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

“Settings View” for the Transcription Team.

Hampton Radiology

Settings

PaulSimp |

- 340 | report bug

Fo' fers Settings Rep rts Logout

% My Settings
ﬁ Account Settings
Users
Associations

Dictators

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

Hampt liology
Settings

= @ Export E3 Re-send Invite Email
& my setiings

2 . Title First Middle Credentials
ﬁ Account Settings

Jimmy Arnald MD, FACP nathan@webc...

Traci Bales traci@webchar...

Associations Traci Bales traci@webchar..,

John chowell

Di

John

onia

Suhas Demo Office St... traci@webchar...

Suhas

Demo Provider traci@webchar..,

Janice Evans

April Fairchild MWD, FACS afairchild@web...

Gearge Frasier mark@webcha...

Test

HopedaleProvi... traci@webchar...

traci@webchar... | j

mark@webcha... ]

mark@webcha... jevans
afairchilg
gfrasier

hopedal

Folders Setti

PaulSimp | 5.8.340 | report bug

[ save J| New J| Delete ]

Bulk Impart
L] P

ings Reports Logout

Email *

Title

First name *

User Details

G® O

Marvis Jenkins mark@webcha.._marvisi(

Folder Management Functions: This Tools within the Folder Management toolbar vary
according to the settings folder and permission levels of the user.

Settings Pane: This section displays different settings grouped into sections and subsections,

providing the user with an ease of making changes.

User Section: This central section of the “Settings View” usually displays lists of users, both

Transcription Team users and Facility users, to select from while editing their individual
settings.
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@ Details Panel: This panel in the right side usually provides the fields and dropdown menus of
the actual settings.

Folder Management Functions

The Folder Management Functions appear as buttons in the ribbon at the top on specific Settings
pages that they are relevant to.
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Settings Pane

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

User Section
The central section of the Settings View area displays users as a selectable list. When selected, the

individual settings available for that user loads into the Details Panel (explained next) on the right,
allowing the Admin to change those settings. This section is shown in the next few images as examples:

Hampton Radiology PaulSimp | 5.8.340 | report bug
Settings

Folders Settings Reports Logout

» Export £ Re-send Invite Email
& My settings
3 Account Settings

Hampton Radiology PaulSimp | 5.8.340 | report bug
Settings Folders Settings Reports Logout

8 & Export

& mysettings
8 Account Settings
Users i
Dictation Settings
Associavons e
raci sost 10 omone - [
— = serree I
Pass
o
2.0Phona ID
Metughi s06¢ I
e Routing Settings
..... fan oo
o Fax Settings
----- Tile 20083 o
----- w
s
Tcger

Details Panel

The section of the “Settings View” to the right of the “User Section” displays the individual settings
for the selected users. This section is not always available in some Settings such as Associations
windows where the central Users section displays two lists of users that need to be associated with
each other and there are no individual settings to be altered for them.
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Hampton Radiology
Settings
<d @ Export 3 Re-send Invite Email

&f My Settings

Users

Associations

Dictators

Dr

Dr.

first or last name

Jimmy
Traci
Traci
Jehn
John
Suhss
Suhas
Janice
April
Gearge
Test
Marvis
Jimmy
Jason

Daniel

Amald
Bales
Sales
Blackwell
Coronia

Demo Office St..
Demo Provider
Evans

Fairchild

Frasier
HopedaleProvi..
Jenkins

Johnsan

Malk

McLaughlin

Credentials

MD, FACP

MD
MD

MD, FACS

nathan@webc...

traci@webchar...
traci@webchar...
mark@webcha...
traci@webchar...
traci@webchar..,
mark@webcha...
afairchild@web...
mark@webcha...
traci@webchar...
mark@webcha...
Nathan@Web...
traci@webchar...

daniglmelaugh...

traci@webchar...

Folders

jarnold

Details Panel highlighted

PaulSimp | 5.8.340 |
Settings Reports

Logout

[oove | e Jooc]

Bulk Import
(2] P

[

User Details

Middle
name

Last name *

WebChartMD

Page 74 of 121 « WebChartMD - User Manual: Facility Administrator Version



WebChartMD
My Settings

The Settings Menu displays when the user clicks on “Settings” in the top right side of the Portal.

Change Password is used for password updating.

Hampton Radiology
Settng Fax Log displays the log of all auto-faxed and manually faxed transcriptions

for the Facility.

g“ My Settings

Address Book displays in the “All Facilities” Settings Pane but is not used.
Fax Log All address books for Facilities are stored within their respective Named
Address Book Facility views and discussed in the next section of this manual.

Fax Cover Sheet

. Fax Cover Sheet is used to add and manage a custom cover sheet that can
ﬁ Account Settings

be included with all out-going faxes for the Facility.

Change Password

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

Hampton Radiology PaulSimp | 5.8.340 | report bug
Settings Folders Settings Reports Logout

Change Password

Current Pass...

New Password

Confirm Pass...

Address Book

Passwords must be at least 8 characters in length, and contain

Fax Cover Sheet at least one number, special character, or upper case letter.

Account Settings

Fax Log

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

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

Resend Selected

Resend Faxes

DID: 55246373
Recipient: AutoFax - Cornerstone Internal
Medicine

| (212) 555-1212

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

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

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

Export Failures for Month
This feature is currently disabled.
Fax Log Column Display

Columns displayed in the Fax Log and their meanings are:
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Hampton Radiology PaulSimp | 5.8.340 | report bug

Settings Folders Settings Reports Logout
f @ Failed Faxes E Resend Selected ¢ Export Failures for Month

&”_ My Settings did, name, or fax numb} Search J Clear

Recipient Number Status Details Patient Dictated Date Queue Date

Change Password

35068759 | AutoFax - Cor.. | (212) 555-1212 | failure Calls to 555 ... | SYSTEM BLA... 11/26/1912:35  04/22/2014:49 0

35246373 | AutoFax - Cor.. | (212) 555-1212 | failure Calls to 555 n... | SYSTEM BLA... 01/27/201%11  04/22/201449 0

GUATEO 35183603 AutcFax-Cor.  (212)555-1212  failure | Callsto555n..  SVSTEMBLA.. | DL07/2011:28  04/22/2014:48 0

Fax Cover Sheet 35137844 | AutoFax - Cor... | (212)555-1212 | failure | Calls to 555 n.. | Allison Smith ... | 12/18/1813:39 = 04/22/20 14:38 | 0
ﬁ Account Settings 35183604  AutoFax-Cor. (212)555-1212  failure | Callsto555n..  SYSTEMBLA.. | 0L/07/2011:28 (04/22/2014:38 0
35137852 | AutoFax-Cor. | (212)555-1212 | failure | Callsto555n.. | SYSTEMBLA.. | 12/18/191340 04/22/2014:38 0
35137845 AutoFax-Cor.  (212)555-1212  failure | Callsto555n..  HughAmolds. = 12/18/191330 (03/09/2008:45 0
35137843 | Autofax-Cor. | (212)555-1212 | failure | Callsto555n.. | Alice Smithso.. | 12/18/191339 03/09/2009:45 0

35137845 | AutoFax - Ger.. | (737) 551-2122 | failure Mo carrier det.. | Hugh Amelds.. | 12/18/19 1339 03/08/2009:39 0

35137843 | AutoFax - loe..  (309) 661-3394  success Success Alice Smithso... | 12/18/1913:39 03/09/2009:39 0

DID: Displays the DID number of the transcription that was faxed.
Recipient: Displays the name of the Address Book entry to whom the faxed transcription was faxed.
Number: Displays the fax number to which the transcription was faxed.

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

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

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

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

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

Address Book

The Address Book holds the contact information (and in particular the fax number) of entities and
people that are fax recipients of the Facility.

Accessing Facility Address Books
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Address books for each Facility are stored separately and accessed via the dropdown in the top-left
corner of the Settings Pane.

Adding an entry
To add a new entry into the address book, follow these steps:
1. Pressthe “New” button in the Details Panel.

2. Fillin the applicable fields in the “Address Book Details” window, then click “Save”.

Hampton Radiology psimpson | 5.8.326 | report bug

Settings Folders Settings Reports Logout
5 @ Export Address Book

&( My Settings

Change Password

name or number

Practice Name Location Fax Phone City State  Auto|

[_save [ New J Delete |

ABADEER, PETE.. Medical Hills In... (309) 661-3394 (309) 663-8311... Bloomington IL

Fax Log

Dept of Surge:

Fx (199912284
ore | l
e Address 4
Address 1 [ 45 Elm Avenue l :
=
Address 2 l Y

Doen Pediatric

ABDEL-MEGUL... 8159379310 | 8159379300 Kankakee IL Address Book Details
Alice Smith Kingsport, TN (555) 555-5555 ;
o Cover Sheet Practice Name | |
ax Cover Shee Bob Jones
. . [ New | - toastion | |
n Account Settings | Bsh Family Pr B eristol ™ . | |
ax
Cardiclogy As Address Book Details [ Morrison ™
Corneliu Anto diol B0 Fairbanks AK o Ehons | l
Practice Name | Cardiology Associates fff
Cornerstone | i - 9 [ Macon Address 1 | I
Location [ Westminster Commons
Cornerstone Ir Address 2 | |
Deer Valley Fa. Address 3 | l

dr jones State
= Address 3 l
r, Linda Finch| -
Address4 | 2
Dr. Alan Stone
% 5 i Auto Fax
Dr. Alan Wilso fad l Momson l Kingsport ™ o -
State N Autofax Trigger | [None Selected) v |
Dr. Albert Jor
Zi 37654 |
Dr. Alice Keen £ F Johnson City N n
Auto Fax

—_
Autofax Trigger »ne Selected) X '
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Once the address book entry has been added it will appear in the main address book window:

Hampton Radiology psimpson | 5.8.326 | report bug

Settings Folders Settings Reports Logout
= @ Export Address Book
%’ My Settings name or number Search | Clear
Gi State  Auto |
Change password - [ New |
ABADEER, PETE... Medical Hills In... (309) 661-3394 (309) 663-8311... Bloomington L
Fax Log 5 s z
ABDEL-MEGUL... 8159379310 8159379300 Kankakee It Address Book Details
Address Book Alice Smith Kingsport, TN (555) 555-5555 » [ .
Practice Name l |
Fax Cover Sheet Bob Jones ABC Street (777 777-3687 () - -
Location l [
. X b Do (42315056252 _422.079.6323  Boigtol N !
ﬁ Account Settings Fax i |
Cardiology Ass... Westminster C... | (512) 991-2284 Morrison ™ - 1
TorneTs Anton. 0T Ao 0D O oo o raranks ™ kot ‘ |
Cornerstone In... | Bullock County  (888) 215-4471 Macon GA Address 1 ’ l
Cornerstone In... ' Salisbury {212) 555-1212 Macon MS Address2 | ‘
Deer Valley Fa...  Phoenix (702) 555-1212 | (602) 942-0648  Phoenix AZ Address3 | ]
Dept of Surgery (777) 555-1212 Address 4 [ J
Doen Pediatrics (555) 121-2121 city [ |
drinnac 0. aEw | | | LI [ ]

Notes related to address book entries:

1. The “Practice Name” field is often populated with the name of the recipient instead of the
Facility. Keep in mind that whatever entry is made here is what the Transcriptionist will see
when searching for the fax recipient during the transcription process. If the dictating healthcare
provider normally references the physician recipient name when dictating, (i.e. “send a copy to
Dr. John Smith”, then the physician recipient’s name should be added. If the dictating
healthcare provider normally references a practice name (i.e. “send a copy to Milford ENT”)
then the practice name should be added.

Searching an entry

To search the address book, enter a name (or partial name), or the fax number (or partial number) into
the search field and click the “Search” button. The “Clear” button clears the search parameters.
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Hampton Radiology psimpson | 5.8.326 | report bug
Settings Folders Settings Reports Logout

2 @ Export Address Book

- name or number Search | Clear
Practice Nam Location Fax Gity State Auto|
Change Password Save Delete

ABADEER PE al Hills In... (309) 661-3394 (309) 663-8311... Bloomington  IL

Fax Log

ABDEL-MEGUL... 8159379310 | 8159379300 Kankakee

Address Book Details
Alice Smith R5) 555-5555

Pra n

,-_‘ Name
Search | Clear
Fax Ph

Fax Cover Sheet Bob Jones

i Bush Family Pr.. PEE
“ Account Settings Sl : I card

Cardiology Ass...  Westminster C... {512) 98
Corneliu Anton.. (907) 4 Practice Name Location

Cornerstone In... Bullock County | (888) 2
Cornerstone In... Salisbury 2123
Deer Valley Fa... ' Phoenix 702) 5!

Dept of Surgery

Doen Pediatrics ( 43 W

Auto-fax Setup
Auto faxing of transcriptions can be set up from the Address Book.
To enable sending of auto-faxes to the Address Book recipient:

1. Select the entry in the Address Book that will receive the auto-fax setting by clicking the row in
the Address Book entry pane.

2. Checks the “Auto Fax” checkbox at the bottom of the Address Book Details Panel.

3. Select the desired auto-fax trigger from the dropdown in the “Auto-fax Trigger” box. Auto-fax
Trigger options are:

Page 80 of 121 « WebChartMD - User Manual: Facility Administrator Version



WebChartMD

Hampton Radiology psimpson | 5.8.326 | report bug
Settings Folders Settings Reports Logout
‘= @ Export Address Book
& My Settings name or number Search j Clear
Practice Name State Auto|
Change Password [ New
ABADEER, PETE... Medical Hills In... (309) 661-3394 (309) 663-8311...  Bloomington L
Fax L
- ABDEL-MEGUL.. 8150379310  §159379300 Kankakee IL A L Dt
Practice Name | |
Fax Cover Sheet Bob Jones ABC Street (T77) 777-3687 () - _
Location | |
’ i Bush Family Pr... 423) 595-6254 | 423-971-6323 | Bristol ™
ﬁ Account Settings Fax | |
Cardiclogy Ass... | Westminster C... | (512) 991-2284 Morrison TN
Corneliu Anton... (907) 459-3555 | (907) 459-3520 | Fairbanks AK o[ Phone | l
Cornerstone In... | Bullock County  (888) 215-4471 Macon GA Address 1 | |
Cornerstone In... Salisbury (212) 555-1212 Macon MS Address 2 | |
Deer Valley Fa.. | Phoenix (702) 555-1212 | (602) 942-0648 | Phoenix AZ Address 3 | ]
Dept of Surgery (777) 555-1212 Address4 | |
Doen Pediatrics (555) 121-2121 City | |
dr jones 0- 0 - Ext. State | |
Dr, Linda Finch 0- 0-Ext Zip | ]
¢ Alan 246)583-8484 0 -
Dr. Alan Stone (246) 583-8484 () - Ext. AT
Dr. Alan Wilson (786) 887-3331 0 - Kingsport T .
9 Autofax Tngger| (None Selected) v
e Albhas isnae -iﬂ‘ll RES.1212
‘—l Johns: n
(None Selected)
(None Selected)

Immediately
Sent to Inbox
Finalized
eSigned

Sent to Inbox: documents auto-fax when submitted to the inbox by the Transcription Team.
Finalized: documents auto-fax when moved to the Final folder from the Inbox.

Esign: documents auto-fax when eSigned by the provider.

Columns

The Main window of the address book will present the user with a list of address book entries. The
columns headers identify demographic information for each address book entry. Those columns are:

Practice Name: This column displays the Name for the address book entry.

Location: This column displays the location of the Facility (if required). “Location” is used when a Facility
has more than one office that is serviced by the Transcription Team.

Fax: This column displays the fax number.
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Phone: This column displays the phone number.

City: This column displays the City.

State: This column displays the State.

WebChartMD

Auto Fax: This checkbox displays a check if the auto-fax feature has been enabled for the Address Book

entry.

Trigger: This column displays the trigger selected in the “Autofax Trigger”.

Dr. Andrew Phillipe
DR. BHASIN

DR. BHOORAL

Dr. David Andrews
Dr. David Hams
Dr. David Smelzer
Dr. Frank DeMollo
Dr. Haines

Dr. Herald Jones
Dr. Janice Bays

Dr. Jay Goodpasture
Dr. Jenny Lawrence
Dr. John Smith

Dr. John Smith

Dr. John Smith MD
Dr. John Smithson

Dr. John Taylor

(708) 799-2411
(708) 388-4933
0-

(575) 837-5467
(346) 546-4768
(888) 215-4471
D -

3 -

(476) 327-5603
ﬂ -
8882154471
(555) 555-6392
(555) 555-0345
(555) 555-5555
(555) 555-5555
(987) 098-7580

0-
(T08) 799-3044
(708) 388-4311
0-
0-
0-

o o o o o

Ext.

Ext.
Ext.

Ext.

evigne:

eSigned

eSigned
eSigned

eSigned

eSigned
eSigned
eSigned
eSigned
eSigned
Finalized

Sent to Inbox
eSigned

{None Selected)

eSigned

Page 82 of 121 « WebChartMD - User Manual: Facility Administrator Version



WebChartMD

Fax Cover Sheet

The “Fax Cover Sheet” stores the fax cover sheet that can used with fax transmissions. This page can be

customized for each Facility.

To customize the fax cover sheet:

PaulSimp | 5.8.340 | report bug

Hampton Radiology
Settings Folders Settings Reports Logout
@

&g My Settings

Change Password

Fax Log

1. Click the “Fax Cover Sheet” link in the Folder Pane.

Hampton Radiclogy PaulSimp | 5.8.340 | report bug
Folders Settings Reports Logout

Settings

&g My Settings
Change Password AutoSave B =2 U A Documentl - Word
Fax Log Home Insert Design Layout References Mailings Review View Help
Address Book A P — —  a— | — —
fﬁ O KA Aar Ao IEiSeE EE 2L T pasocend 4
B Fax Cover Sheet PE.StE po BIU-%xx A-2-A- E===1=. &5 T Normal T
“ Account Setti ngs Clipboard = Font [Pl Paragraph M
L g 1 2 3 4 .
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2. Ablank page in Microsoft Word opens. Copy/paste an existing cover sheet on file into the blank
document or create a new one in the blank document.

Settings

Hampton Radiology

PaulSimp | 5.8.340 | report bug

Folders Settings Reports Logout

%-‘ My Settings

Change Password

Fax Log

Address Book

Fax Cover Sheet

ﬁ Account Settings

AutoSave E z). O A office-52.doc - Compatibility Mode
Home Insert Design Layout References Mailings Review View Help 2 se
ftl TimesNewRo ~ (12 ~| A" A7 Aa- fp | i=-i=-%- == 2] € AaBbCel AaBbi
Paste o B I U-~ab x, ¥ A £ A - g - Emphasis  Heading
Clipboard Font ) P
L 1 5 1 2 3 4
HAMPTON RADIOLOGY

1229 Main Street, Hampton, TN 35817
1-423-555-1212

FAX COVER SHEET

3. Save (not “Save As”) and close the completed document.

s

Paste

Clipboard ™=

File Home

Insert

Times Mew Roman

B I U-a x, ¥ A

2-A-

M= == 0 0
— daBbCecl AaBbC AaBbCcl . (=]
Aa~ | A A é Emphasis  Heading1 | TNormal |+ EdiE‘"Q chfate
Font F] Paragraph ] Styles M Voice 3
X

Design Layout References Mailings Review View Help 2 Tellme i B

Microsoft Word
‘Want to save your changes to office-52.doc?

If you click "Don't Save”, a recent copy of this file will be temporarily available.

in't Save Cancel

Learn

To modify an existing coversheet:
1. click the “Fax Cover Sheet” link.
2. Edit directly into the Microsoft Word document that opens.

3. Save and close the updated cover sheet.

Once a cover sheet has been created, it will automatically fax with all outgoing faxes.
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Account Settings
The settings menu displays under “Account Settings”.

Users

The “Users” section under the “Settings” is used to add and manage Facility users, such as Dictators,
Administrators, Staff and other user types which are explained later in this section.

Folder Management Functions
This settings folder has two Folder Management Function button available in the ribbon at the top.

e Export
e Re-send Invite Email

@ Export

Hampton | gy PaulSimp | 5.8.340 | report bug
Ser* Folders Settings Reports Logout

e . Title First Middle Credentials
B Accoun seaings o]

Jimmy Arnald D, FACP nathan@webc... | jarmold

Traci Bales traci@webchar...

Bulk Import
(2] P

Associations Traci Bales MD traci@webchar...
. John Blackwell MD traci@webchar...
Dictators
John Coronia mark@webcha... |j
Suhas Demeo Office St... traci@webchar...
Suhas Demc Provider traci@webchar...
Janice Evans mark@webcha... | jevans User Details
Dr Agpril Fairchild MD, FACS afairchild@web... | afairchilg Email *
George Frasier mark@webcha... | gfrasier
K = g Title
Test HopedaleProvi... traci@webchar...  hopedal
5 B First name *
Marvis Jenkins mark@webcha... | marvis1{
5 . . Middle
r. Jimmy Johnson MNathan@Web... Jimmyla | popa
Jason Malk traci@webchar... | newuser | Last name *

User_manager.csv l Show all x

The list of users can be exported to a Microsoft Excel . To export, click the “Export” button in the
toolbar. The exported file downloads to the Download folder, and in most browsers can be seen in
the bottom edge of the screen (see below).
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@ Re-send Invite Email

When a new user account is created, a system-generated “Welcome”, or invitation, email is
automatically sent to the email used in the user’s account creation. The invitation email contains a
link that allows the user to create a unique username and password. Prior to the user creating a
unique username, a temporary username is assigned using the format “firstnamelastnamel”, e.g.
“clarkjordanl” (see image below).

The User section contains a “Re-send Invite Email”. This feature is used in situations where the
initial user registration is sent to one email address (e.g. to an administrator), but then later is taken
over by the intended user. In that case, the original email address entered into the “Email” field is
replaced by that of the intended user, and the invitation email resent via the “Re-send Invite Email”
button.

Hampton Radioloay PaulSimp | 5.8.340 | report bug
Settings Folders Settings Reports Logout
& vy sim® 5 o]

Credentials
T T BT
Amold nathan@webch... jamold
Bales webchart... tracibales12 @suikimport
Assoclations Traci Bales
) Lo | Blackwel MD
Dictators
John Coronia Staff, Manager
Suhas Demo Offce St hart.. suhasdemaafiic, Staff Manager
4
Suhas. Demo Provider chart. suhasdemoprov. Provider
User Details
Janice Evans char... jevans Manager
Dr  April Fairchild WD, F2 W circhilc@ueh.. sfairchila Provider Email © [ traci@webchartmd.com ‘
George Fraier mark@webchar. | giraier Manager e ]
Test HopedaleProvid.. traci@webchart hopedale Provider First name * [ John ‘
Marvis Jenkins mark@web marvisi0 Staff
Dr Jimmy Johnson . Jimmylohnson Provider
Jason Malk traci@webchart.., newuserd Provider Lest name [ Blackwell ‘
Danie MeLaughin g, om0 Provider Credertisls
D Isha Sugery  Mehta mark@webchar... mehta Provider Phone / SMS [ |
Dr.  Devid Mizell MD,FACS  jane@dsimedic. dmizel Provider Fax

Notes on Re-send Invite Email feature:

e Once the user creates a unique username, the “Re-send Invite Email” is disabled to prevent
multiple usernames from being created.
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The User Details Panel

The “User Details” panel has five sections:

Hampton Radiology
Settings

Bulk Import: This feature allows the bulk import of new users from an Excel or .csv formatted
spreadsheet.

User Details: contains identifiers related to the user.

Roles: provides the definition of the user’s role.

Permissions: defines the permissions assigned to the user. This section is comprised of four
subsections: Access, Actions, Administrative and QA, which will be defined later in this
section.

OOOO

Bulk Import
“Bulk Import” allows multiple users (up to 500 at a time) to be added as users to an Account.

To use the “Bulk Import” feature:
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Confirm that the spreadsheet’s data column names match those provided in the template sample
found in the “?” icon found in the top-left corner of the bulk import window (below). Not all
columns are required, but column names must match in order for data to import successfully.

Hampton Radiology

PaulSimp | 5.8.340 | report bug

Settings
= @ Export 4 Re-send Invite Email

& My Settings
ﬁ Account Settings

st or last name

MD, FACP nathan@webch... jameld

traci@webchart.., iracibalesl2

MD traci@webchart... tracibales16

Dictators

= ‘jnhnﬂxhnlll |

Manager
Provider
Staff

Provider

Provider

Provider

Surgery  Mehta Provider
David Mizel MD, FACS . dmizell Provider
Hampton CfficeManager traci@webchart.. HamptonRadOf.. Manager

Bulk Import Users

Paste a list of names and we'll parse out
the info for your review. You can use a
loosely formatted list (i.e. copied from
website) , which can include email, cr the
format provided in our yser impeort
template.

If using the template, be sure to copy the
column headers to your clipboard along
with the user data when pasting.

Blue rows are unsaved. When no rows are
selected (ctrl + click to deselect) you can
assign a role to all unsaved users by
clicking on that role in the form. You can
edit individual users b{ selecting them,
then editing as normal.

Once you have reviewed all users, click
the ‘Save All' button to save them and
send out their welcome emails.

Close

Folders Settings Reports Logout

e JlDciete |

Bulk Import
po

User Details

email - [ raci@webchartmd.com

L

Title

First name * ‘ John

Middle name

Lstame” [ Blackwell

Credentials MD

Phone / SMS ‘

Fax

Timezone ‘ Fastern Time L]

To download the template sample with available columns, click the “user import template” link

(above).
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Columns available for import are defined in the “user import template”, and an example of how
data should be formatted are as pictured below:

webchartmd-user-import (15).xlsx - Excel

File m Insert Page Layout Formulas Data Review View Help £ Tell me what you want to do
& Cut Calibri e s | EE= ®-| BwepTet General - E f
Paste EBCDFY : === == 5 o, ©0 00 Conditional For;
T Fromatpaner | B LY G- A- | SES EE EMegeacete - | § % 3|55 Formatting * Tt
Clipboard ® Font ® Alignment = Number = Style:
Al 2 L Title
A B C D E G H | K
1 Title | First | Middle ‘ Last Credentialsl Email ‘Inten‘acelD PhonelD | PhonePass
2 |Dr. John A. DoNotSave M.D. doe@test.cc XYZ789 123 456
3
"
5
]
¥
8
9
10
1
12

webchartmd-user-import (15)xlsx - Excel Traci Bales (WebChartMD)

File ﬂ Insert Page Layout Formulas Data Review View Help 22 Tell me 1% Share =
En A Calibri -l oA == aL General - | | [l Conditional Formatting = | FBInsert - | * - &w -
5 U - BIU- Aa == - $ -9 9 | [MHFormatas Table~ TR Delete + | [+ O+
5 Haelo-A- == ¥ <88 B Cell Styles - [ Format- | £~
Clipboard &= Font ® Alignment 5 Number & Styles Cells Editing ~
E2 ~ F || M.D. v
A B C D E F G H | J Kk~
1 Title First | Middle | Last Credential;l Email | InterfacelD | PhonelD | PhonePass
2 |Dr. Khadija A, Arnold M.D. |kamuld@test.cam 123 456
3 [Dr. Lee W, Brigg M.D. lbriggs@test.com 156 389
4 |Dr. Alicia R. McFarlane [M.D. amcfarlane@test.com 646 54
5 |Dr. Lachlan D. Dunn M.D. ldunns@test.com 168 293
6 [Dr. Margie L. Daniel M.D. Idaniels@test.com 38 264
7 |Dr. Isabelle P. Castillo M.D. lcastillos@test.com 397 349
8 |Dr. Ellie K. Zimmerman [M.D. lzimmermans@test.com 671 789
9 |Dr. cerys C. Allen M.D. lallens@test.com 829 318
10|Dr. May E. Carson M.D. lcarsons@test.com 37 963
11|Dr. Kalin D. Smith M.D. Ismiths@test.com 398 389
12 A
13
14
15
16

Step 2

Copy the columns and column headers from your (important) to your Microsoft Excel clipboard. Make
sure to select and copy only those rows and columns that hold data required to be imported.
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port (15)xlsx - Excel

Traci Bales (WebCha

Step 3

File E Insert Page Layout Formulas Data Review View Help 2 Tellme 14 Share =
Eﬂ & Calibri - 2b General - || [l Conditional Formatting = | &l Insert ~
Ll @™-| B I U- A A - $-9% 9 [HrormatasTable- T Delete -
Pa.m 5 e oA 000 i Cell Styles - [ Format~ | &~
Clipboard 1 Font [F] Alignment Gl Number & Styles Cells Editing -
E2 i A || M.D. v
| A | B | (8 | D E F | G H L J | k[
1 Title | First | Middle | Last Credentials Email | InterfacemhonelD | PhonePass
Dr. Khadija Al Arnold M.D. karnold@test.com 123 456
Dr. Lee W, Brigg M.D. lbriggs@test.com 156 389
Dr. Alicia R. McFarlane |M.D. |amcfar|ane@test.com 646 54
s§|Dr. Lachlan D. Dunn M.D. Idunns@test.com 168 298|
Dr. Margie L. Daniel M.D. Idaniels@test.com 38 264
Dr. Isabelle P. Castillo M.D. |Icasti||os@test.com 397 349
Dr. Ellie K. Zimmerman [M.D. |Izimmermans_@test.mm 671 789
Dr. Cerys C. Allen M.D. |Ia|lens@test.c0m 829 313
1@|Dr. May E. Carson M.D. |Icarson5@test.com 37 968
14|Dr. Kalin D. Smith M.D. |Ismiths@test.com 398 389
1 -
13
14
15
16

WebChartMD

Paste the copied selection into the “Bulk Import” window. After pasting, data will appear on screen
highlighted in blue. Click the “Save All” button in the User Details panel. This initiates the saving process.

Hampton Radiology
Settings
| @ Export (2 Re-send Invite Email

& My Settings
5 Account Settings

first or last name
Title First Middle

Last

D. Smiith
E Carson
Associations
Dr Ceys T Allen
Dictators br. Hie K Zimmerman
Dr lssbelle P, Castilo
D Margie L Daiel
D lachlan D. Dunn
Dn Alda R MeFarlane
Dn lee W Brigg
D Khadia A Arnold
Zoey Bales
Lowen Bales
Quinn Bales
Jasmine Broun
Jordan Connelly
Margarie Coombs
Gina L Davis

Credentials
Ismiths@test.c...
lcarsons@test.c...
lallens@test.com
Ilzimmermans@...

Icastillos@test....

Idaniels@test.c..
Idunns@test co...
amcfarlane@te...
Ibriggs@testc...
karnold@test.c...
traci@webchar... zbalesir
lowenbales@g... lowenbales3
traci@webchar... quinnbales2
mark@webcha... jasmineb
mark@webcha... jordancon
mark@webcha... mcoombs
markBwebcha...  gdavis

PaulSimp | 5.8.340 | report bug
Folders Settings Reports Logout

Zimmermans @test.com
C.  Allen

Icarsons@test.com
Dr. " Kalin D
lsmiths@test.com

4

Email *

Title

First name *
Middle name
Last name *
Credentials

Phone / SMS

Fax
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Step 4

As user data saves to the database, a message appears at the top of the screen: “updating, don’t
navigate away” (see below). Rows on screen turn from blue to white as the user data is committed
(saved) to the database (see below).

. updating, don't navigate away . psimpson | 5.8.326 | report bug

Hampton Radiology
Folders Settings Reports Logout

Settings
S @ Export 2 Re-send Invite Email
% My Settings

ﬁ Account Settings

first or last name
Title First Middle

Last Credentials Email Usemame Location

Margie L. Daniel Idaniels@teste.. margiedaniell
Isabelle P, Castilo Icastillos@test...  isabellecastilial @5ulk impart
. Dr.  Ceys | C. Allen lallens@testcom  cerysallent lzimmermans®test.com
Associations o Cens  C. Allen
Dr.  Elie K 1l Iallen's'@r*ést‘tom
DIt Br MayE. Carson
Dr. Kalin D Smith Ismiths @test.c.. _ kalinsmith Iearsons@test.com
. Kalin Smith
Dr. | May |E Carson Icarsons@test.c... maycarsonl lsmiths @test.com
Dr. lachlan D. Dunn Idunns@test.ca...
Dr.  Alida R McFarlane amciarlane@te...
Dr.  Lee W. Brigg Ibriggs@test.... Email
Dr.  Khadia A Amold kamold@testc... Title

User Details
Zoey Bales traci@uwebchar.  zoalesl e |
— e S e
Quinn Bales traci@uebchar.  quinnbsies?
Jasmine Brown mark@webcha... jasmined
Jordan Connelly mark@webcha... jordancon Credentials _
Margarie Coombs mark@webcha..  meoambs Phone / SMS _
G L |Des P P - |
Dolores Feeny mark@webcha... dfeeny Frigame _
Pauis Frankiin traci@webchar.  pranklingT

Roles

Faith Hansen rtesh@webcha... fhansen
Barbara Johnston traci@webchar... bjohnston Manager | | Transcriber L
sally Jones mark@webcha.. sallyjones cart vl
Gloria LaForce traci@webchar.  glaferce o

Notes on Bulk Import:

1. Data will load into the database exactly as it is formatted on the excel sheet that is used for the
bulk import. For example, if physician names are in “all caps” on the excel sheet, they will
appear in “all caps” within WebChartMD and on any document that are processed through
WebChartMD.

2. The order of the columns on the spreadsheet used to import data do not need to match those of

the “user import template” sample provided. However, column names must match those
provided in the “user import template”.
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This section records the personal identifiers of the new user such as name, work title, credentials,
phone & fax numbers and time zone. Required fields are marked with a red asterisk.

Hampton Radiology
ings

S @ Export ¥ Re-send Invite Email
& My Settings
ﬁ Account Settings

first or last name

nathanGwebch... jamold Provider

webchart... tracibales12

Prov

der

PaulSimp | 5.8.340 | report bug

Folders Settings Reports Logout

Bulk Impart
P

raci traci@uebchart... tacibslesls Provider
[0 ] traci@webchart.. johnolackwelll | [Provider
Dictators
John mark@webchar... jcoronia Staft Mansger
Suras vesehart.. suhasdemostt Staft Manager
Suhas ... suhasdemopro. Provider
Janice Euans markDwebchar... jevans Manager
Dr apil Fairchic MD, FACS o sfairchild Provider
George Frasier v... girasier Manager
Test HopedaleProvi Provider
Marvs Jenking Statt
D Jimmy Johnsan Provider
Jason Mak Provider
Daniel MeLaughiin daniel meisughl.. dwmh0D Provider
Dr. |Lha Surgery  Mehta mark@webchar... mehta Provider
D | David Mizeil MD, FACS Provider
Hampton Manager
Jessica Staff
Dr | James Provider
John St
Dr. Marvin J MD Provider
Tra Staff
Pau Manager

Fields within User Details

Email *

Title

First name
Middle name
Last name *
Credentials
Phone / SMS
Fax
Timezone

Location

Dictator

Office Staff

B ETE KT

User Details

‘ traci@webchartmd.com ‘

John
Blackwell
S \
Eastern Time
Central Time
Mountain Time
Pacific Time
Alaska Time
Hawaii Time

Email: This is a required field. The email address is part of a new user notification feature of the
system. If this email address is incorrect or misspelled, the new user will not receive the system
email used to create a unique username and password. See the “Resend Invite Email” section on

page 86 for more information on the importance of the email field.
Title: Optional field for title (Mr., Ms. Dr., etc.) of the new user.
First name: Required field for the first name of the user.

Middle name: Optional field for the middle name of the user.

Last name: Required field for the last name of the user.
Credentials: Optional field for Dictator credentials (MD, FACS, etc.)

Notes on Credentials field:

1. While optional, this field is an important component of the auto-populating feature used
with the signature line for the Dictator on transcriptions. Credentials will appear following
the Dictator’s name on the signature line exactly as they are entered into the Credentials
field. For example, if Dr. John Smith wishes his signature line to read “John Smith, MD,
FACP”, then the Credentials field needs to be populated with “MD, FACP” (no quote marks).
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2. While a minor formatting point, Dictators sometimes have very specific formatting
preferences, such as the additional or absence of periods “M.D.” For that reason, make sure
that the characters entered into the Credentials field are consistent with the Dictator’s
preferences.

Phone/SMS: Optional field for contact information.

Fax: Optional field for fax number.

Time zone: Optional field for setting the time zone of the new user. The default is Eastern Time
zone. While optional, this field is very important to the accurate presentation of date and time
information within the Folders views, and also for STAT and on-time management of the dictations.

Make sure the user’s time zone is set correctly with the Details Panel. For more information on
STAT and on-time management, please see page 68.

After completing all required and desired fields, press the “Save” button in the User Details panel to
add the new user.

Roles

This section sets the Role assigned to the new user. Once a Role selection is checked, the “Roles”
column displays the Role established for the new user (see below).

Hampton Radiology PaulSimp | 5.8.340 | report bug

Folders Settings Reports Logout

Settings
o @ Export £ Re-send Invite Email

é My Settings

ﬁ Account Settings

first or last name

Title First Middle

l New . Delete I
Eastern Time v

nathan@webch,

jarmeld

traci@webchart... tracibalesl2 Provider Timezone

Associations Traci Bales MD traci@webchart.. tracibalesl6 Provider Location Default v
it [om | Blachel MD raci@webehart. johnblackwell | [Provider —

John Coronia mark@webchar... jcoronia Staff, Manager
Suhas Demo Office 5t traci@webchart... suhasdemooffi, Staff, Mansger [ Dictator | Office Manager
Suhas Demo Provider traci@webchart... suhasdemopro... Provider Office Staff
Janice Evans mark@webchar... jevans Manager

O Aprl Fairchild MD,FACS  sfairchild@web... afairchild Provider Access PRI
George Frasier mark@webchar... gfrasier Manager Open Documents  [off|  Play Dictations v
Test HopedaleProvi.. traci@webchart... hopedale Provider View Pencing | view b v
Marvis Jenkins mark@webchar.. marvis10 Staff

Dr. | Jimmy Johnson Nathan@WebC... Jimmylohnsan View Rejected | view Final v
Jason Malk traci@webchart... newuserd _
Danie! McLaughlin danielmclaughl... dwmh00 Provider GRS

Or.  |Isha Surgery | Mehta mark@webchar... mehta Provider EREEnTs [ G v

Dr. | David Mizel MD,FACS  jane@dsimedic... dmizell Provider Finalize | Reject v
Hampton OfficeManager traci@webchart... HamptonRadO. Manager B oo v
Jessica Ramirez jremirez@mem... jessicafilipponel Staff . v

Dr  lsmes Renault felizondo@nu... jrenault Provider
John Rogers traci@webchart.. johnrogersl Staff

Dr. | Manin Sanders MD jeremy@webch... msanders Provider
Traci Sanders traci@webchar... tracisandersl Staff
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Roles available include:

Dictator

The “Transcriptionist” role is that of a Transcriptionist or QA editor working on the Transcription
Team. Users under this Role have limited permissions by default but can have those permissions
added to their user profile by a Manager.

Office Manager

The “Manager” role is an administrative position within the Transcription Team. By default, the
Manager has access to all administrative functions with the Transcription Team’s account. The
Manager also has access to all workflow controls for dictations and transcriptions and can perform
administrative duties such as creating and managing accounts, creating and managing users for both
the Transcription Team and Facilities, and access to all reporting tools. Each of these administrative
functions will be described in detail in upcoming sections.

Office Staff

The “Staff” role is similar to the Manager role, but without any default permissions. Managers often
are Transcription Team members responsible for some part of the overall workflow, such as QA
editing or some area of operations. As such, Staff may be given certain administrative permissions
(such as “Edit Templates” or “Route Dictations” but not given others (such as “Edit Line Settings” or
“Edit Pools”).

Notes on Roles:

1. Multiple Roles can be assigned to a user. When multiple Roles are assigned, Roles display in
the Roles column separated by a comma.

2. For more information about adding or removing permissions is explained in the next section
called “Permissions”.
Permissions

The “Permissions” section of the Details Panel is divided into four functional subsections, each of
which deals with a specific part of the workflow:

e Access: Permissions contained within the Access section controls user access to certain
functions of the workflow, such as accessing folders.

e Actions: Permissions contained within the Actions section controls certain actions users can
take within the workflow. .
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WebChartMD

Administrative: Permissions contained within the Administrative section control certain

managerial/administrative tasks within the workflow.

QA: Permissions contained within the QA section control certain QA controls the user can

use in the workflow.

Hampton Radiology

Settings
S @ Export 3 Re-send Invite Email

& My Settings
“ Account Settings

First

AR It Trac Bales MD traci@webchart... tracibalesis Provider Location Default v
John Blackwel wD traci@webchart... johnblackwellL | provider
Dictators [ | e Roles
John Cororia mark@webchar... jcoronia Staff, Manager
Sunas Dema Office St traci@w . suhasdemooti, Staff Manager [lj Dictator | Office Manager
Suhas Dema Provider traci@webchart... suhasdemopro... Provider Office Staff
Janice Evans mark@webchar.. jevans WManager
Permissions
Dr April Fairchild MD, FACS afairchild@w hild Provider Access
George Frasier mark@webchar... gfrasier Manager OpenDocuments || Play Dictations
Test HopedaleDrovi.. raci@w t.. hopedale Provider X
View Pending o | ViewInbox
Marvis Jenkins mark@webchar... manis10 Staff
D mm Johnson Nathan@WebC... Jimmylohnson Provider View Rejected | ViewFinal
JJJJJ Malk Provider
Dan McLaughlin Provider
Ediit Documents o Uplead
D Isha Surgery Mehta Provider
Dr  Dav Mizell D, FACS Provider Finalize | Reject
Hampton OffiesManager Manager Delete print
Ramirez Staff
Fax <
Dr Renault Provider
Jehn Rogers hart... johnrogerst Staff
Dr. Marvin Sanders MD msanders. Provider
Traci Sanders .. tracisandersl Staff

first or last name

Middle
Amold

Bales

Provider

Provider

PaulSimp | 5.8.340 | rey

2

Folders Settings Reports Logout

Timezone

Eastern Time <

The “Actions" section controls eight different actions users can take within the workflow. Actions

are:

Edit Documents: This allows the user to edit transcriptions

Route Dictations: This allows the user to route dictations manually to other users.

Change Dictator: This allows the user to change a dictation or transcription from one

Dictator’s account to another Dictator’s account.

Reject: This allows the user to reject dictations in the transcription workflow; to access the
Rejected folder within the Folders view; and to edit and re-submit documents that have

been rejected and are within the Rejected folder.

Delete: This allows the user to delete dictations and transcriptions from the workflow.

Print: This allows the user to print transcriptions.

Fax: This allows the user to fax transcriptions.
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e Edit Drafts: This allows the access the Draft folder within the Folders view, and to edit
transcriptions within the Draft folder.

Hampton Radiology PaulSimp | 5.8.340 | bug

Settings Folders Settings Reports Logout
= @ Export (¥ Re-send Invite Email

& My Settings
B Account Settings

first or last name

First [P Roles

MD, FACP | nathan@webch... jarnold Provider

Timezone

Eastern Time Y

traci@webchart... tracibales12 Provider

et Trac Bales D traci@uwebchart.. tracibales1s Provider Location Default v
Joh Blackwel MD traci@uwebchart... johnblackwelll Provider
e fpomn [ ] io | l Roles
John Cororia mark@webchar... jeoronia Staff, Manager
Suhas Demo Office St traci@webchart... suhasdemoofh Staff Manager [ Dictator | office Manager
Suhas Demo Provider traciBuwebchart.. suhssdemopro.. Provider Office Staff
Janice Evans mark@webchar... jevans Manager
. Permissions
D Apr Fairchid MID,FACS | afairchid@web... afsirchild Provider Access
Gearge Frasier mark@webchar... girasier Manager Open Documents || Play Dictations 7
Test HopedaleProui. traci@webchart... hopedale Provider )
View Pending | Viewlnbox w
Marvis Jenkins mark@webchar... marvis10 Staff
or. Jimmy Johnson Nathan@WebC... Jimmylohnsan Provider View Rejected | ViewFinal v
Jason Malk traci@webchart... newuserd Provider
Dene MeLaughlin danielmelaughl.. Gumh00 Provider
Ediit Documents o Upload s
D Bha  Sugery Mehts mark@webchar... mehia Provider
D David Mizel MD,FACS | jane@dsimedic... dmizel Provider Finalize | Reject L
Hampton OfficeManager traci@webchart... HamptonRadOi... Manager = 75 v
Jessica Ramirez jramirez@men... jessicafilipponel Staff
Fax s
or Renauit . jrensult Provider
John Rogers johnrogersL Staff
Dr  Manin ) Sanders MD . msanders Provider
Trac Sanders traci@webchart... tracisandersl Staff

User Management
A number of functions related to Users are managed from the Users panel:

Create User

Edit User

Delete User

Bulk Create User (I think that bulk create should be part of “create” section, single and bulk
create user, with bulk referencing to the section above for details.)

Create User
To create a new user:

1. Click the “New” button in the User Details panel. This creates a new blank row identified
initially as “New User” at the top of the User Section (see below).

2. Add user identifiers and set Role and all permissions as described in the above “User
Details” section.
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Paula Simpson psimpson | 5.8.326 | report bug
| Settings Folders Settings Reports Logout §

<= @ Export £ Re-send Invite Email

All Facilities first or last name

[CE P [ g : i

&’ My Settings | elete

. il e @eulk Import
m Traci traci@webchar.., | balestracil
Lowen lowenbales@g... | lowenbales3

Users

Traci traci@webchar... | tracibales15

Associations Quinn traci@webchar... | quinnbales2

) Jasmine mark@webcha... | jasmineb
Dictators Lisar Netails

Edit User
To edit an existing user:
1. Click the row of the user to be edited. Row highlights in gold.
2. The user’s information and settings populate the User Details panel.

3. Make the required edits and click the “Save” button.

psimpson | 5.8.326 | report bug
Settings Reports Logout

Paula Simpson
Settings Folders

45 @ Export £ Re-send Invite Email

first or last name
Middle

All Facilities

&“ My Settings

Last Credentials

[ save || new J Delete]

@ sulk Import

traci@webchar... zbalesr

Jasmine Brown mark@webcha... | jasmineb

Jordan

Connelly mark@webcha... jordancon

Associations Margarie Coombs mark@webcha...  mcoombs
e Gina L Davis mark@webcha... gdavis
i rs s
Daolores Feeny mark@webcha... | dfeeny User Details
Pay Settings . . A
Paula Franklin traci@webchar...  pfranklin1 Email * traci@webchartmd,
H Workflow Settings Faith Hansen ritesh@webcha...  fhansen Title I:I
Barbara lohnston traci@webchar... | bjohnston
Sally Jones mark@webcha... | sallyjones Q
- : wode [ ]
Gloria LaForee traci@webchar... | glaforce name
Joznne Les mark@webcha... | jeannelee Last name *
Gerry Miles traci@webchar...  gmiles Credentials I:l
Connie Miller Nathan@WebC... conniemiller Phone / SMSl:I
User Pocl traci@webchar... SYS@POOL-US
Editor Review traci@webchar... QA_DMD Fax l:l
Michael Scrofani mark@webcha... mscrofani Timezona
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Delete User
To delete a user:
1. Click the row of the user to be edited. Row highlights in gold.

2. Pressthe “Delete” button.

Paula Simpsol psimpson | 5.8.326 | report bug

Settings Folders Settings Reports Logout
@ Export £ Re-send Invite Email

All Facilities first or last name
Title First Middle

Last Credentials

Save

ﬁ My Settings

Zoey Bales traci@webchar... | zbalesir T
Account Settings Lowen Bales lowenbales@g... | lowenbales3 5i eBu\kImport
Jasmine Brown mark@webcha... jasmineb T
Accounts
Jordan Connelly mark@webcha... | jordancon i
_ Margarie Coombs mark@webcha...  mcoombs T
Associations Gina L Davis mark@webcha... gdavis i
. Dolores Feeny mark@webcha... dfeeny T
Ll ; } ; User Details
Paula Franklin traci@webchar... | pfranklind1 T
Pay Settings Lol Haneen e = T - WO - B Email * mark@webchartmd.con|
- Workflow Settings Barbara Johnston traci@webchar... | bjohnston T Title I:l
| Sally | |Jones | | mark@webcha... ‘ sallyjones | |T First name * Sally
Gloria LaForce traci@webchar... | glaforce i .
T T C Ly e i
: : Last name -
Gerry Miles traci@webchar... gmiles T Jones
Connie Miller Nathan@Web... | conniemiller T4l Credentials l:l

3. Clicking the “Delete” button creates a confirmation dialog box. Click “Remove” to confirm
deletion.

Confirm User Removal

Are you sure you want to remove the

selected user?
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Notes on Delete feature:
1. When Dictators are deleted, any dictations and transcriptions related to the Dictator are
removed from screen but retained in the database. To purge dictations and transcriptions

from WebChartMD, contact the helpdesk.

2. Users accidently deleted from an account can be restored. Contact the helpdesk for
assistance.
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Associations

The Associations screen provides the Transcription Team member access to Folders of specific
Dictators at Facilities. This feature is dependent on the user being given the “View Client Folders”
permission setting in the User Details panel. If that permission is given, Facilities selected in the
Associations view will be visible to the user in their Folders view.

The Associations setting decides which Dictators are visible to the user. Any dictator(s) or Facilities
to which a user is not associated will not be visible to the user in the Folders view.

Notes on Associations:

1. Associations only affects visibility of Dictators in the Folders view. It has no bearing on the
Transcriptionists being able to view Dictations in the transcription tool to transcribe them.

2. If a member of the Transcription Team is not associated with a Dictator, the Transcription
Team member will be unable to access Transcriptions or Dictations for that Dictator in the
Folders view.

Hampton Radiology PaulSimp | 5.8.240 | report bug
Settings Folders Settings Reports Logout

P& sove rssocotions |\

& My Settings

n Account Settings

Hampton Radiology

Malk James Renault

Surgery Mehta Charles Tille
Mize james Wosdard

Hampton OfficeManager

Folder Management Function

The Associations area has only one folder management function button in the toolbar, “Save
Associations”.

@ Save Associations: This function saves the changes made to the Associations. If the user
navigates away to another page without clicking “Save Associations”, any changes that had
been made will be lost.
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Managing Associations

To create, manage and remove Associations between a Transcription Team member and a Facility
and/or Dictator:

Step 1

Click on “Associations” in the Folder Pane under Account Settings. The screen displays two groups of
users (see image above in previous section):

o The left side of the screen shows all Transcription Team members.
e The right side of the screen shows all Facilities and the Dictators at each Facility.
Note: While “All Facilities” is selected in the dropdown, the list on the right displays Dictators of all

Facilities serviced by the Transcription Team. When a named Facility is selected in the dropdown, the list
on the right displays on the named Facility and its Dictators.

Step 2

Select the Transcription Team user by clicking the name in the left side of the panel. Facilities the user is
already associated with will display highlighted on the right side of the panel (see below).

Notes on Step 2:

Hampton Radiology PaulSimp | 5.8.340 | report bug

Settings Folders Settings Reports Logout
| & Save Assodiations

é My Settings
Account Settings

first or last name

Hampton Radiology 110f14

Users

Dictators
Coronia

e C(Clicking the “+” symbol to the left of the Facility name expands the Facility to display the
Dictators at the Facility.

e The Facility name displays highlighted only if all Dictators are associated to the user. If the user
is associated with all Dictators at the Facility, then the entire Facility name gets highlighted in
gold and the “Selected” column displays the number as such.

o If all Dictators at the Facility are not associated, the Facility name remains gray, but the
“Selected” column displays the number of Dictators associated with the user (as in example

below, 11 of 14).
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Step 3

Hampton Radiology PaulSimp | 5.8.340 | report bug
Settings Folders Settings Reports Logout
<= & Save Assodiations

%{' My Settings

Associations

first or last name

Expand Fadility Name

Traci Bales
Traci Bales
) Blackwell
Dictators

Coronia Blackwell

MeLaughlin

Dr. Isha Surgery Mehta

Dr. David Mizell
Hampton Officehanager

Jessica Ramirez

br James Renault

Edit the existing associations by either adding or removing existing associations.
To Add a New Association

1. Ensure that the transcription team member’s name is highlighted on the left side of the panel.

2. To associate the highlighted user with all Dictators at a Facility, hold down the Control key on
the keyboard and click the Facility name to the right. This associates the Transcription Team
member to all Dictators at the Facility.

3. To associate the user with single or multiple Dictators at a Facility, click the “+” symbol to

expand the selection, and click on only the Dictator names required to be associated. Once
clicked, selections will become highlighted.

Remove Existing Association

1. Ensure that the transcription team member’s name is highlighted on the left side of the panel.

2. Hold down the Control key and click Facility name (or Dictator name(s) in the expanded view).
The highlight color will remove, and the “Selected” column updates the number of selected
Dictators.
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Hampton Radiology
Settings
= & Save Assodations

&C My Settings

Dictators

first or last name

Facility Name
Amald

Traci Bales

Traci Bales

Blackwell

Coronia —

Traci Bales

Fairchild
April Fairchild

Gearge Frasier

Marvis Jenkins MeLaughlin

Jimmy Johnsen Surgery Mehta

Jason Malk David Mizell

Daniel McLaughlin James Renault

Ishs Mehta Marvin ) Sanders
Mizell Charles Tille

McLaughlin
Mehta

Step 4

After adding or removing Associations, click the “Save Associations” button in the toolbar to commit
new settings. Wait until the “Updating, don’t navigate away” message at the top of the screen
disappears before leaving the screen (see below).

Har = e ?"‘Cl)’ .. updating, don’t navigate away ..

Cs ‘ Save Associations

first or last name

Middle Facility Name

Arnald

Traci Bales

Traci Bales

John Blackwell

John Coronia

April Fairchild
George Frasier
Marvis Jenkins McLaughlin
Dr. Jimmy Johnson Mehta
Jason Malk
Daniel MeLaughlin
Dr. Isha Surgery Mehta
Dr. David Mizell Tille
Hampton OfficeManager Woodard

report bug
~ettings Folders Settings Reports Logout

John Blackwell
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Dictators
This section provides workflow settings that can be customized for each Dictator.
Folder Management Functions

The Dictators area has only one folder management function button in the toolbar, “Export”.

@ Export: This exports the list of Dictators at all Facilities as an excel file. Pressing the “Export”
button exports the excel file to the Downloads folder on the user’s computer. For additional
details see page 85.

Hampton Radiolcgs PaulSimp | 5.8.340 | report bug
1 Folders Settings Reports Logout
@ Export
é My Settings first or last name
5 . First Last 201D
K4 Account settings
Jimmy Armold 9050

Users
Traci Bales Dictation Settings

; John Blackwell
Jimmy Johnson %053 Lophonepass | 632 |

Jason Malk 20Phoneld | 9050 |
Daniel MeLaughlin 2060 20 Phone Pass ‘ 1 |
Isha Mehta 1028 ) )

N . Routing Settings
David Mizell
James Renault 19374 Fax Settings
Marvin Sanders

Auto Fax

Charles Tille 10283 L4
James Woodard Auto Fax Trigger ‘ Sent to Inbox v

Interface Settings

Interface ID ‘ 9876

Interface Trigger \ (None Selected) i

Search Feature

The Search field in the top-left corner of the User Details Section allows for quick searching on
Dictators by entering part or all of the first or last name (see below).
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psimpson | 5.8.329 | re bug

Folders Settings Reports Logout

JOTEBTA
My Documents first or last name

Save

Dictator Settings

Draft

Advanced Orthopae... Zoey Bales

Pending Advanced Orthopae... | Gerald

) Advanced Orthapae... | Philip
Rejected
Downington Sheriff's.. | Lorne Direnfeld

Final ]

Ortho Pool 3788

Downington Sheriff's... | Jeffrey Drood

Downington Sheriff's Dep... David Wittenberg

Dawningtan Sheniff's... | David Wittenberg Hampton Radiclogy Danidl | Mcloughlin 3050
Downington Sheriff's... | Lance Yokochi Hampton Radiclogy David Mizell

Fidelity Insurance Lowen Bales Hampton Radiology James Woodard

Fidelity Insurance Chris Martin

Fidelity Insurance Master Provider

Fidelity Insurance John Smithson A
Trigger
FaxAlltc @

Fidelity Insurance Jones Steven Paula Simpson 6030

Managing Dictator Settings

The Dictator settings found in the Details Panel can be divided into five sections:

Hampton Radiology

Settings
< @ Export
& My Settings first or last name
I Account settings
Users
T Sekes Dictation Settings
Iehn Blackwell
i Facla st woeorero [
Jimmy Johnson 2059 10PhonePass | 632
Jason Malk 2.0 Phone ID ‘ 9050
Daniel McLaughlin 9060 2.0 Phone Pass 1
Isha Mehts 1028 —————————————————
Routing Settings
David Mizel
James Renault 19374 Fax Settings
Marvin Sanders
Charles Tille 10283 Auta Fa 4
Jemes Woodard Auto Fax Trigger \ Sent to Inbox v
Interface Settings
Interface ID ‘ 9876
Interface Trigger ‘ (None Selected) v

@ Dictation Setup

This section manages the Dictator’s telephone dictation user IDs and Passcodes (when two-factor
user authentication is used). WebChartMD offers two call-in dictation versions:

e Standard Phone Dictation System
e Custom Phone Dictation System
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Dictation Settings

1.0 Phone ID
1.0 Phone Pass

2.0 Phone ID

2.0 Phone Pass

Standard Phone Dictation System
Key features of the standard phone dictation are:
e pre-configured set of keypad presses and workflow.

e Two-factor authentication.

o The first factor is the Dictator’s “Phone ID”, and this is pre-set by the system. The Phone
ID of the Dictator is assigned by the system at the time of creating their account under
Users screen. This pre-assigned number is contained in the greyed out box and cannot
be changed.

o The second factor is the Dictator’s “Phone Pass”, or passcode, and this factor can be
configured. The passcode field is used to create a numeric passcode for the Dictator.
The passcode can be up to seven digits in length. The default value of “-1” in the
passcode is system generated at the time of user account creation so that it cannot
authenticate on the phone line and acts as a disable/not in use method.

o The default call-in number for the standard phone system is our toll-free line, 1-877-864-
8844, with a backup number of 1-877-206-1761 assigned to the 1.0 system. However, local
call-in numbers can also be assigned to the standard phone system if required.

e The standard phone system has a fixed keypad configuration as follows:

KEYPAD COMMANDS

1 - RECORD/UNPAUSE 2 - PAUSE

3 — REWIND 5 SECONDS 4 — REWIND BEGINNING

5—-NEW FILE 6 — FAST PLAY
7 — SKIP TO END 8 —JOB NUMBER
9 — STAT 1hr:9/1 2 hr: 9/2 4 hr: 9/4

8 hr: 9/8 12 hr: 9/12

e The top-of-call workflow consists of the following prompts / dialogue:
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“Welcome to WebChartMD”

“Please enter your user ID followed by the pound sign”
“Please enter your passcode followed by the pound sign”
“Begin speaking at the tone”

Custom Phone Dictation System

Key features of the custom phone dictation system are:

e Keypad

presses, user IDs and top-of-call workflow are customizable to emulate/mimic

client’s existing telephone systems.

e One factor or two factor authentication is available. |Ds and/or passcodes can be up to
seven digits in length.
e  Top-of-call customizations can any combination of the following in any order:

(0]

O O O O O O

Dictator ID

Patient identifier (MRN, ID number, etc.)
Location ID

Work type

Date of birth

Date of service

Encounter ID

e Command prompts can be custom recorded or existing command prompts can be imported.

(0]

(0]

Fax Settings

Presence of background tone during record mode can be enabled/disabled.
Terminator key (#) can be enabled/disabled.

Announcement of Job ID played at end of dictation can be enabled/disabled.
“Append” or “over-write” modes can be used for recording.

“Append” means that any newly recorded dictation is placed at the end of the audio
file.

“Over-write” means that any newly recorded dictation is placed at the current
position in the file.

Fax Settings

Auto Fax

Auto Fax Trigger

Office

Fax allto @
User

raxallto @

This section of the Details Panel consists of four settings.
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Auto Fax: When checked, the system will automatically fax completed transcriptions based
on the Auto Fax Trigger (below).

Auto Fax Trigger: This dropdown menu contains three options based on the workflow status
of the document (for more information on Statuses, see page 68).

Auto Fax Trigger | (None Selected) v
ax At @ (None Selected)
Office Sent to Inbox
FaxAllto @ | Finalized
User .
eSigned

NiETTaceE SELLNaSs

o Sent to Inbox: This condition is met when a transcription is submitted to the Dictator’s
Inbox folder.

o Finalized: This condition is met when the transcription is sent to the Final folder.

o eSigned: This condition is met when the transcription has been eSigned by the Dictator.
Re-esigning a transcription does not retrigger the auto faxing.

Fax All to Office: When checked, a copy of all transcriptions for this specific Dictator are
faxed to their Dictator’s office fax number in the Address Book.

Fax All to Office

When enabled this faxes all reports to the
parent office.

Be sure you have a fax number set under
"Accounts”.

You must also set an auto-fax trigger.

Close

Fax All to User: In some cases, Dictators want copies of their transcriptions to be auto-faxed
to other Dictators at their Facility, which is capable via this feature. The dropdown lists all
other Dictators at the same Facility as the Selected Dictator.

To set a single or multiple Dictator to automatically receive faxed copies of transcriptions,
click the dropdown and select the Dictator. Once selected, the recipient Dictator’s name
appears as a “tag” adjacent to the dropdown (see below). To remove a selected recipient
Dictator, click the “x” in the top-left corner of the tag.
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“ Fax Settings

Auto Fax

Auto Fax Trigger | (None Selected) v

Fax All to Office @

‘ J. Brod7y

Laura DeCillo

Lucille Dennison
Interface ID Paula DeRosa

Interface Trigger David Gallagher

(. Rosalie Huang

Connor Jamison

Clyde Jenson

Interface Settings

This section manages specific aspects of the workflow when an interface into an electronic medical
record system is in use. Settings available in this section are:

e Interface ID: This field contains the ID used by the electronic medical record system to
identify the selected Dictator. For more details on Interface setups, please contact the
WebChartMD Helpdesk.

e Interface Trigger: This field defines the trigger, or when the transcription will interface into
the electronic medical system. Trigger options are:

Interface ID ‘ 44

Interface Trigger (None Selected) v

Instructions (None Selected)
Sent to QA
Sent to Inbox
Finalized

eSigned
On Timeo Sattinnc

Sent to QA: transcriptions interface when sent to QA.

Sent to Inbox: transcriptions interface when sent to the Dictator’s Inbox.
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Finalized: transcriptions interface when moved from the Inbox to the Final folder.

ESigned: transcriptions interface when e-signed by the Dictator in his/her WebChartMD
workflow.

For more details on Interface setups, please contact the WebChartMD Helpdesk for more
information.

e Instructions: This is a free text box used for any notes or special instructions the Facility
wishes to keep on file related to the Dictator’s settings.

Please contact WebChartMD Support team at support@webchartmd.com for further details on the
use of the Interface Settings.
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Reports View
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Reports

The Reports area is the third functional area within the WebChartMD platform, as shown in the top-
right corner of the user’s online account (see below).

Hampton Radiology PaulSimp | & © »4a 1 report bug
Reports Folders Settingt Reports ogout
= ——

=
=

l@ Lines Per Day
l@ Esign Reports

Premade Reports

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

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

Page 112 of 121 « WebChartMD - User Manual: Facility Administrator Version



Appendix 1: Express Scribe

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

WebChartMD

Care Provider Client v1 (Requires .NET 4.7)

Care Provider Client v2 (Requires .MET 4.7)

Medical Language Specialist Client v2 (Reguires NET 4.7)
Web Portal Document Handler

WebChartMD

I*~_] Unline Uemo

The Technoclogy tha

Express Scribe Setup

work 4 7.2

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

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

WebChartMD

Double-click the ‘Express Scribe Setup’ link from the downloads page. Then, accept the License

Terms on the license Agreement window, then click next.

==

(&) [ Installing Express Scribe v 5.10

License Agreement

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

1. The copyrights in this software and any visual or audio work distrbted wih the software
belong to NCH Software and others isted in the about box. All ights are reserved. Installation
of this software is licensed orly in accordance with thess tems
2 By instaling. using or distrbuting this software you. on your own behalf and on behalf of your
employer or principal, agree to be bound by thess temns. F you do not agree to any of these
tems, you may not use, copy, ransmit, distribute, nor instal this software - retum i to the place
of purchass within 14 days to receive a full refun
3 This software. and all accompanying files. deta and materials are distibuted "as is” and
with no warranties of any kind, whether express orimplied except as required by law.  you
intend to rely on this software for eritical purposes you must test it fully prior to using t, install
redundant systems and assume any sk
4. We wil not be liable for any loss arsing out of the use of this software including, but not
limited to, any special, incidental or consequential loss. Your entire remedy against us for al
‘iaims is limited to receiving a full refund for the amount you paid for the software.
5. You may ot use this software in any circumstances where there is any risk that falure of
this software might resultin a physical injury or loss of . You agree to indemnify us from any
claims relating to such unauthorized use.
6. You may copy or ditrbute the installtion file of this software in ts complete unakered fom
but you may not, under any circumstances, distrbute any software registration code for ary of
our programs withoLt wrktien pemission. In the event that you do distrbute a software
registration code, you will be liable to pay the full purchase price for each lecation where the
unauthonzed use ocours
7. The contract arsing oLt of this agreement is govemed by the laws and couts of the

=

Next

The next page has several extra software options that NCH would like the user to try out and
bundles them along with Express Scribe.

() M Installing Express Scribe v5.10

Related Programs and Extras

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

aalGelect all

é Iy Express Dictate [Recommended]

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

Web Dictate Internet Dictation Software

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

Express Delegate

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

B ﬂ NCH Software Internet Browser Toolbar

Get direct access to all NCH Software from within your browser. Also includes 2 pop-up
blocker, email notifier, free streaming TV, radio, weather and many other useful tools. Itis
one of the most useful toolbars around and it's free

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

search page

None of these options are required for Express Scribe to function and can be unchecked before
clicking Finish. Clicking Finish installs the software and exits the install wizard.
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For Windows 8/10 only:

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

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

WebChartMD

The Technology that |

lient v1 (Requires .NET 4.7
Requires .NET 4.7)
st Client v2 (Requires .NET 4.7)

Express Scribe Satun
Microsoft NET

Open link in new tab

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

Copy link address

Home | HIPAA Enforcement | Privacy Policy | About Ut

Inspect Ctrl+Shift=|

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

e Save As w
A4 Bl s> ThisPC » Desktop v | O Search Desktop yel
Organize v Mew folder f= - (7]
[ This PC MNarme Dat, A
i }i Microsoft Teams a/1:
& WCMD.Win.WebChartMD.exe - Shortcut 32
12 GoToMeeting 2/20
a Continue WordPerfect Office X9 Installation 212,
‘ Downloads
v £ >
File name: | essetup (1).exe w
Save astype: |Application (*.exe) ~

Cancel

To set the Installation in Compatibility Mode on Windows 8 and 10, user needs to go to the

WebChartMD

Properties of the downloaded essetup.exe. To do so, right-click the installer and go to ‘Properties’ at
the bottom of the window presented
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9 Run as administrator

Open with Sublime Text
Troubleshoot compatibility
Run with graphics processor
Pin to Start
7-Zip
CRC SHA

[Zf Edit with Notepad++

EJ Scan with Windows Defender...
Express Zip

1£ Share

Give access to
Pin to taskbar
™ Scan with Malwarebytes

Restore previous versions

Send to

Cut
Copy

Create shortcut
Delete

Rename

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

Security - Ratgils I Previous Versions
Compatibility Achive |  Digtal Signatures

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

de

Run this program in compatibility mode for:
[Windows 7

Settings
[7] Run in 256 colars
[7] Run in 640 480 screen resolution
[ Disable visual themes
[ Disable desktop composition
[ Disable display scaling an high DP settings

Privilege Level
[] Run this program as an administrator

[ (8 Change settings for all users ]

OK

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

) [ Installing Express Scribe v5.10

License Agreement

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

1. The copyrights in this software and any visual or audio work distributed with the software
belong to NCH Software and cthers listed in the about bax. Al ights are reserved. Installation
of this software is licensed only in accordance with these terms.

2. By installing, using or distributing this scftware you, on your own behaf and on behaf of your
employer or principal, agree to be bound by these terms. ff you do not agree to any of these:
terms, you may not use, copy, iransmit, distribute, nor instal this software - retum it to the place
of purchase within 14 days to receive a full refund

3. This software. and all accompanying files, data and materials. are distributed "as is” and
with no warrarties of any kind, whether sxpress or implied except as required by law. ff you
intend to rely on this software for crtical purposes you must test it fully prior to using it install
redundant systems and assume any risk.

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

5. You may not use this software in any Gircumstances whene there is any risk that faiure of
this software might resuk in 3 physical injury or loss of Ife. You agree to indemnfy us from any
claims relating to such unauthorized use.

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

7. The coptrct znsing out of this agreement is govemed by the laws and courts of the

©) | agree with these tems

() I do not agree with these terms

Next

Page 117 of 121 « WebChartMD - User Manual: Facility Administrator Version



WebChartMD

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

wizard.

N/

B Installing Express Scribe v 5.10

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

o NCH Software Internet Browser Toolbar
¢ Get direct access to all NCH Software from within your browser. Also includes a pop-up

Related Programs and Extras

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

[ Select &l

letting users record and send dictations from their computer.

[ -;"’ Web Dictate Internet Dictation Software

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

| Express Delegate

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

blocker, email notifier, free streaming TV, radio, weather and many other useful tools. t is
one of the most useful toclbars around and it’s free.

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

Once ‘Finish’ has been selected the shortcut for Express Scribe will be on the desktop. On Windows
7 the user can proceed to the next steps and setup their foot pedal (see below). However, on
Windows 8 and 10, this may create two NCH Software windows to be presented automatically.

Those two windows and their accompanying browser windows can be OK’d and/or closed.
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Next the user will want to place Express Scribe in compatibility mode. To do this, the user right clicks
on the Express Scribe shortcut and goes to Properties.

Run with graphics processor
Open file location
Run as administrator

Open with Sublime Text

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

Express Zip
Pin to taskbar

® Scan with Malwarebytes

Restore previous yersions

Send to

Cut
Copy

Create shortcut
Delete

Rename

Again, just like before, the user sets the compatibility mode to Windows 7 under the Compatibility
tab and clicks OK

rﬂ Express Scribe Properties u‘
| Security | Details I i i
| Gemel |  Shotcwt @ Compatbity

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

Help me choose the settings
B o

Run this program in compatibility mode for:
[Windows 7 -

oG
[F] Run in 256 colors
|1 Runin 640 x 480 screen resclution

[ Disable visual themes
[7] Disable desktop composition
[ Disable display scaling on high DP| settings

Privilege Level
[ Run this program as an administrator

[ @'Change settings for all users ]

oK [ comeel || epy |

Once compatibility has been set, express scribe is installed and ready to be used.
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Setting Up Food Pedal:

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

ﬂ Express Scribe

- m} =
File Control View Notes Bookm 4®‘ P
e E= i
% B B - 0 &
Sync Load Dock Options Suite Help
| - =
Dictation Name Sender Date Time Duration Priority Deadline

<

<Type notes for the currently selected dictation here>

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

Options  Help

|
- e e Hot-Keys... —

Automatic Incoming...

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

Disk Usage...

Display...

Other...

In the ‘Controller’ window, the user will then want to click the ‘Controller setup wizard’
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Options
Disk Usage
Playback Controller Hot-Keys
[iEnd

Active controller

Controller: Mone

Status: Mot corfigured

Properties...

Display
Incoming

File Types

Other
Speech to Text

Command map / test...

: Controller setup wizard...

D

Tap lock
[] Enable tap lock

Enable unlock time-out

List of compatible controllers

Purchase a controller

Cancel

Help

WebChartMD

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

scribe.
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