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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 
aŀƴǳŀƭ ŀƴŘ ƛƴŎƭǳŘŜǎ ƛƴǎǘǊǳŎǘƛƻƴǎ ƻƴ ƘǳƴŘǊŜŘǎ ƻŦ ƴŜǿ ŦŜŀǘǳǊŜǎ ǘƘŀǘ ǿŜΩǾŜ ŀŘŘŜŘ ƻǾŜǊ ǘƘŜ ƭŀǎǘ ŦŜǿ ȅŜŀǊǎ 
ς 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 ς along with the User Manual sections 
related to different areas of the system ς 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.    

!ǎ ŀƴ C¸LΣ ǿŜΩǾŜ ǳǎŜŘ ŦƛŎǘƛǘƛƻǳǎ ǇŀǘƛŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ǘŀƪŜƴ ŦǊƻƳ ƻǳǊ ŘŜƳƻ ŀŎŎƻǳƴǘǎ ƛƴ ŀƭƭ ǎŎǊŜŜƴ ǎƘƻǘǎ 

taken throughout this manual. 

 

Sincerely,  

 

The team at WebChartMD 

  

mailto:support@webchartmd.com
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Glossary of Terms 
 

A number of different terms are often used interchangeably in medical transcription to mean the same 
thing, and for the sake of consistency and clarity, the following terms are used throughout the 
document.  
 
Tip: terms that appear in title case throughout the manual (e.g. Transcription Team) are defined 
within this Glossary of Terms.  
 
Dictator: A user that authors the voice files, referred to in this manual as the Healthcare Provider.  

Dictation: The voice file that is yet to be transcribed into written cƻƴǘŜƴǘ ƛǎ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ŀ άŘƛŎǘŀǘƛƻƴέΦ 

DIDΥ ¢ƘŜ 5L5Σ ǎƘƻǊǘ ŦƻǊ ά5ƛŎǘŀǘƛƻƴ L5έΣ ƛǎ ŀ ǳƴƛǉǳŜ у ŘƛƎƛǘ ƴǳƳōŜǊ ŀǎǎƛƎƴŜŘ ǘƻ ŀ ŘƛŎǘŀǘƛƻƴΦ 

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 

ǎǘŀƴŘŀǊŘƛȊŜ ƻǘƘŜǊ ǎȅƴƻƴȅƳƻǳǎ ǘŜǊƳǎ ǘƘŀǘ ŎƻǳƭŘ ōŜ ǳǎŜŘ ǎǳŎƘ ŀǎ άǊƻǿέ όŀǎ ƛƴ ŀ ǇŀǊǘƛŎǳƭŀǊ Ǌƻǿ ǿƛǘƘƛƴ ǘƘŜ 

ǇƻǊǘŀƭύΣ άǊŜŎƻǊŘέΣ άŘƛŎǘŀǘƛƻƴέ ŀƴŘ άǘǊŀƴǎŎǊƛǇǘƛƻƴέΦ   

Facility: The healthcare entity serviced by the Transcription Team.   For the purpose of this manual, 

Facility is used synonymously with location, department, and office.  

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

Transcription Team: the group of transcriptionists providing service to the Facility.  The Transcription 

Team could be an outside vendor (Transcription Team), or an in-house transcription department.   
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Logging into the Portal 
 
The website can be reached at www.webchartmd.org. Once there, the link for the Portal login page 
appears in the top right-hand side: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

http://www.webchartmd.org/
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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 
ǘƻ ŀǎ ǘƘŜ ά5ƻŎ όŦƻǊ ŘƻŎǳƳŜƴǘύ IŀƴŘƭŜǊΣέ hǊ 5ƻŎIŀƴŘƭŜǊΦ   
 
The first step of the installation process is for a pop-up to appear on screen, indicating the 
DocHandler is downloading.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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-ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ǳǎŜǊΩǎ ǎŎǊŜŜƴ ƛƴŘƛŎŀǘƛƴƎ ǘƘŀǘ ǘƘŜ 5ƻŎIŀƴŘƭŜǊ Ƙŀǎ ƛƴǎǘŀƭƭŜŘ ǎǳŎŎŜǎǎŦǳƭƭȅΦ   
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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 46) 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 
ǘƻ ŀ ŘƻŎǳƳŜƴǘ ƻƴ ŘŜƳŀƴŘ ōȅ ǳǎƛƴƎ ǘƘŜ ŎƻƴǘǊƻƭҌ{ ǎƘƻǊǘŎǳǘ ƻǊ ǇǊŜǎǎƛƴƎ ǘƘŜ άǎŀǾŜέ ƛŎƻƴ ŀƭƻƴƎ 

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 
 

 

 
 
Name 

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

The View Name ƛǎ ŘƛǎǇƭŀȅŜŘ ǊƛƎƘǘ ǳƴŘŜǊƴŜŀǘƘ ǘƘŜ ǳǎŜǊΩ ƴŀƳŜΦ ¢ƘŜ ǾƛŜǿ ƴŀƳŜ ŎƘŀƴƎŜǎ 
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 

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.  
 
 
 
 
 
 
 
 
 
 
 
 

¶ The Folders view displays the folders in which the dictation and transcriptions are accessed. 
transcriptions.  More details can be found on page 13. 

 

¶ The Settings view accesses the various workflow settings used by the Transcription Team 
and healthcare Facilities. More details can be found on page 81. 

 

¶ The Reports view displays the Reporting suite. More details can be found on page 87.  
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Folders View  
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Folder View Overview 
 
¢ƘŜ CƻƭŘŜǊǎ ǾƛŜǿ ƭƻŀŘǎ ōȅ ŘŜŦŀǳƭǘ ǿƘŜƴ ǳǎŜǊǎ ŦƛǊǎǘ ƭƻƎ ƛƴΦ  Lǘ ƛǎ ŀƭǎƻ ŀŎŎŜǎǎŜŘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άCƻƭŘŜǊǎέ 
link in the top right-hand corner of the screen.  The Folders view can be broadly grouped into three 
visual areas:  
 

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

 
 
Folder Pane: Displays all folders used in the workflow.   
 

 
 
File Display: Displays all dictations and transcriptions in the workflow.   
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Folder Management Functions 
 
Tools within the Folder Management toolbar vary according to the folder and permission levels of 
the user. However, the first seven icons from the left are always constant for all users across all 
folders. These are: 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Pin Sidebar ς This toggle button shows or hides the folder pane containing folders below the 
All Facilities column. 
 
Dictate ς This allows the Healthcare Provider to make recordings from the Portal.  More 
details on this feature can be found on page 58. 
 
Refresh ς 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 ς 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 ς  Groups the dictations based on selected criteria such as a specific date or a 
Healthcare Provider. 
 
Filter ς 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 ς 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.   
 
/ƭƛŎƪƛƴƎ ǘƘŜ ά{ŜŀǊŎƘέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻƻƭōŀǊ ƻǇŜƴǎ ǘƘŜ άCƛƭǘŜǊ /ǊƛǘŜǊƛŀέ ǎŜarch fields.  
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Fields requiring explanation:  
 

¶ ¢ƘŜ ά5L5έ ŦƛŜƭŘ ǊŜǇǊŜǎŜƴǘǎ ǘƘŜ ǳƴƛǉǳŜ у ŘƛƎƛǘ 5ƛŎǘŀǘƛƻƴ LŘŜƴǘƛŦƛŎŀǘƛƻƴ ƴǳƳōŜǊΦ 
 

¶ ¢ƘŜ ά¦ǇƭƻŀŘŜŘ ŦǊƻƳέ ŀƴŘ ǘƘŜ ά¦ǇƭƻŀŘŜŘ ¢hέ ŦƛŜƭŘǎ ǿƻǊƪ ǘƻƎŜǘƘŜǊ ǘƻ ŘƛǎǇƭŀȅ ŘƛŎǘŀǘƛƻƴǎ ǘƘŀǘ 
were dictated during a specific date range. 
 

¶ ¢ƘŜ άCƛƭŜƴŀƳŜέ ŦƛŜƭŘ ŀƭƭƻǿǎ ǘƘŜ ǳǎŜǊ ǘƻ ǎŜŀǊŎƘ ŦƻǊ ŀ ǎǇŜŎƛŦƛŎ ŘƛŎǘŀǘƛƻƴ ǳǎƛƴƎ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ 
audio file. The audio file name has a specific naming format:  

 
 
 
 
 

άƧŀǊƴƻƭŘέ ς Healthcare ProviderΩ ǳǎŜǊƴŀƳŜ 
άмнмунлмфέ ς date of dictation: 18th December 2019 
άмноулмέ ς time of dictation in 24hr format: 12:38pm 
άǿŀǾέ ς audio file format of .wav 
 
The user can use that specific format (including the dashes) to search for a specific audio 
file.   

 

¶ ¢ƘŜ άWƻōІέ ƛǎ ŀ ǳƴƛǉǳŜ WƻōL5 ǘƘŀǘ ƛǎ ǇǊƻǾƛŘŜŘ ǘƻ ǘƘŜ 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.   

 

¶ ¢ƘŜ άCƛǊǎǘέ ŀƴŘ ά[ŀǎǘέ ŦƛŜƭŘǎ ŀƭƭƻǿ ǘƘŜ ǳǎŜǊ ǘƻ ǎŜŀǊŎƘ ŦƻǊ ǘƘŜ ǇŀǘƛŜƴǘΩ ŦƛǊǎǘ ŀƴŘ ƭŀǎǘ ƴŀƳŜǎ 
respectively. 

 

¶ ¢ƘŜ άL5Іέ ŦƛŜƭŘ ŀƭƭƻǿǎ ǘƘŜ ǳǎŜǊ ǘƻ ǎŜŀǊŎƘ ŦƻǊ ǘƘŜ ǇŀǘƛŜƴǘΩ awb ƴǳƳōŜǊΦ 
 
Once the search criteria have been entered, the search can be performed on the last 12 months by 
ŎƭƛŎƪƛƴƎ ά{ŜŀǊŎƘ tŀǎǘ ¸ŜŀǊέ ƻǊ ǘƘŜ ŜƴǘƛǊŜ ŘŀǘŀōŀǎŜ ŦƻǊ ŀƭƭ ȅŜŀǊǎ ōȅ ŎƭƛŎƪƛƴƎ ά{ŜŀǊŎƘ !ƭƭέΦ tlease note: 
ǊŜǎǳƭǘǎ ǿƛƭƭ ǊŜǘǳǊƴ ƳƻǊŜ ǉǳƛŎƪƭȅ ƛŦ ά{ŜŀǊŎƘ tŀǎǘ ¸ŜŀǊέ ƛǎ ǎŜƭŜŎǘŜŘΦ  
 
Once the selection is made, search results will appear on screen below the Filter Criteria box.  To close 
ǘƘŜ {ŜŀǊŎƘ ōƻȄΣ ŎƭƛŎƪ ǘƘŜ ά/ƭƻǎŜέ ōǳǘǘƻƴ ƛƴ ǘƘŜ CƛƭǘŜǊ /ǊƛǘŜǊƛŀ ōƻȄΦ  
 
 

 
Data Filter ς ¢ƘŜ ƭŀōŜƭǎ άмȅǊέΣ άнȅǊέ ŀƴŘ ά!ƭƭέ ǊŜŦŜǊ ǘƻ ǘƘŜ ŀƎŜ ƻŦ ǊŜǇƻǊǘǎ ǿƛƭƭ ōŜ ǾƛǎƛōƭŜ ƻƴ ǎŎǊŜŜƴ 
ƛƴ ǘƘŜ ŦƻƭŘŜǊΦ  άмȅǊέ ǎƘƻǿǎ ǊŜǇƻǊǘǎ ǘǊŀƴǎŎǊƛōŜŘ ƛƴ ǘƘŜ ƭŀǎǘ ȅŜŀǊΦ άнȅǊέ ǎƘƻǿǎ ǊŜǇƻǊǘǎ ǘǊŀƴǎŎǊƛōŜŘ 
ƛƴ ǘƘŜ ƭŀǎǘ ǘǿƻ ȅŜŀǊǎΦ  ά!ƭƭέ ǎƘƻǿǎ ŀƭƭ ǘǊŀƴǎŎǊƛǇǘƛƻƴǎ ǘranscribed for any date.   
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Special notes on the use of this feature:  
 

¶ ¢ƘŜ ǎƘƻǊǘŜǊ ǘƘŜ ǘƛƳŜ ƛƴǘŜǊǾŀƭ ǎŜƭŜŎǘŜŘΣ ǘƘŜ ŦŀǎǘŜǊ ǘƘŜ ŦƻƭŘŜǊΩǎ ŎƻƴǘŜƴǘ ǿƛƭƭ ƭƻŀŘΦ  

¶ 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. 
 

Folders 
 
There are four main folder sections that are part of the Folder Pane. They are: 
 
My Documents: 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 18.   
 

 
 
 
 
 
 
 
 
The Inbox folder within the άMy Documentsέ ƛǎ ǎŜƭŜŎǘŜŘΦ   
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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 
conǘŀƛƴƛƴƎ άмллέ ŀƴŘ ŎƘŀƴƎƛƴƎ ǘƘŜ ǎŜǘǘƛƴƎ ǳǎƛƴƎ ǘƘŜ ǳǇ ŀƴŘ Řƻǿƴ ŀǊǊƻǿǎ ǿƛǘƘƛƴ ǘƘŜ ǎŜǘǘƛƴƎ ōƻȄΦ   
 
 
 
 
 
 
 
 
 
The current page is changed by clicking the right-ŦŀŎƛƴƎ άƴŜȄǘέ ƻǊ ƭŜŦǘ-ŦŀŎƛƴƎ άǇǊŜǾέ ŀǊǊƻǿǎΦ  
 
 
 
 
 
 
 
 
¢ƘŜ ŘƻǿƴǿŀǊŘ ŦŀŎƛƴƎ ŀǊǊƻǿ ǘƻ ǘƘŜ ƭŜŦǘ ƻŦ ά[ƛƳƛǘέ ƳƛƴƛƳƛȊŜǎ ǘƘŜ Ǌƻǿ ŀƴŘ ǇŀƎŜ ǎŜǘǘƛƴƎ ōƻȄ ǘƻ ŀ 
smaller view (see below). Clicking the up-facing arrow while in minimized view restores the default 
size.  
 
 
 
 
 
Note: The functions available in the Folder Management Tools and contents of the File Display 
section depend on the Folder in use. 
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My Documents 
 
The 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:  
 

 
 
 
Draft: This displays the Draft folder 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.   
 
 
 
 

  



 
 
 
 
 

Page 19 of 96  ω  WebChartMD - User Manual: Facility Healthcare Provider Version 
 
 

 

Draft 
 
The Draft folder holds all the documents that are created by the Healthcare Provider directly into Portal.   
 
 
 

 

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

 
 
Submit:  Submit is used to move the audio to the next step in the workflow, which in almost 
all cases will be to submit a completed transcription from the Draft and into the Healthcare 
ProviderΩǎ tŜƴŘƛƴƎ ŦƻƭŘŜǊΦ 

 
 
Case Info:  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.   

 

1 
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!ŦǘŜǊ ŜŘƛǘǎΣ ǘƘŜ ǳǎŜǊ Ƙŀǎ ǘǿƻ ƻǇǘƛƻƴǎ ŦƻǊ ŀŎŎŜǇǘƛƴƎ ŎƘŀƴƎŜǎΥ ά¦ǇŘŀǘŜ /ŀǎŜέ ǿƛƭƭ ƻƴƭȅ ǳǇŘŀǘŜ ǘƘŜ 
demographics within the portal view and the data base, but not update the document itself.  
ά¦ǇŘŀǘŜ /ŀǎŜ ŀƴŘ 5ƻŎǳƳŜƴǘέ ǿƛƭƭ ǳǇŘŀǘŜ ǘƘŜ ŘŜƳƻƎǊŀǇƘƛŎǎ ǿƛǘƘƛƴ ǘƘŜ ǇƻǊǘŀƭΣ ǘƘŜ Řŀǘŀ ōŀǎŜΣ ŀƴŘ 
the document itself.  Clicking Close will discard the changes and close the Case Info panel. 
 
Fields requiring explanation:  
 

¶ ¢ƘŜ ά{ŜŀǊŎƘ tŀǘƛŜƴǘέ ŦƛŜƭŘ ŜƴŀōƭŜǎ ǎŜŀǊŎƘ ƻƴ ǇǊŜǾƛƻǳǎƭȅ ǘranscribed patients.  Entering in 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.  

 

¶ ¢ƘŜ άL5έ ŦƛŜƭŘ ǊŜǇǊŜǎŜƴǘǎ ǘƘŜ awb όaŜŘƛŎŀƭ wŜŎƻǊŘ Number) of the patient. 
 

¶ ¢ƘŜ άwŜǇƻǊǘ ¢ȅǇŜέ ŦƛŜƭŘ ƎƛǾŜǎ ŀ ƭƛǎǘ ƻŦ ŀƭƭ wŜǇƻǊǘ ¢ȅǇŜǎ όǎƻƳŜǘƛƳŜǎ ŎŀƭƭŜŘ ²ƻǊƪ ¢ȅǇŜǎ ƻǊ 
Templates) associated with the Healthcare Provider / author.  

 

¶ ¢ƘŜ άbƻǘŜέ ŦƛŜƭŘ ƛǎ ŀ ŦǊŜŜ ǘŜȄǘ ŦƛŜƭŘΦ  ¢Ƙƛǎ ŦƛŜƭŘ ƛǎ ǳǎŜŘ ōȅ ǘƘŜ ¢ǊŀƴǎŎǊƛǇǘƛƻƴ Team to send 
messages regarding the transcription back to the Facility.  

 
 

 
 

 
Open:  άhǇŜƴέ ƛǎ ŀ ǇŜǊƳƛǎǎƛƻƴ-based function which enables users to open transcriptions 
using the Microsoft Word software installed on the local computer.  Microsoft Word is 
ŀŎŎŜǎǎŜŘ ōȅ ²Ŝō/ƘŀǊǘa5Ωǎ 5ƻŎIŀƴŘƭŜǊ όǎŜŜ ǇŀƎŜ 8 for more information on the 
DocHandler).  If the DocHandler is not installed (or if the user does not have edit 
permission), transcriptions will open in a non-editable PDF format.   
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Documents can be opened individually or in batches.   
 
Opening a document individually: To open a document, highlight a row and either double-click the 
ǊƻǿΣ ƻǊ ǇǊŜǎǎ ǘƘŜ άhǇŜƴέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻƻƭōŀǊΦ ¢Ƙƛǎ ǇǊƻŎŜǎǎ ƛǎ ŎƻƳǇŀǘƛōƭŜ ǿƛǘƘ LƴǘŜǊƴŜǘ 9ȄǇƭƻǊŜǊΣ 
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): 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 
όōŜƭƻǿύΦ  /ƭƛŎƪ ǘƘŜ άhǇŜƴέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻƻƭōŀǊΦ   
 

 
 

 
New Document:  This feature allows the Provider to create a new document directly into the 
Portal. /ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άbŜǿ 5ƻŎǳƳŜƴǘέ ōǳǘǘƻƴ ƻǇŜƴǎ ŀ ƴŜǿ ōƻȄΥ 
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Search Patient:   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The search field uses full or partial names (at least three characters) for both first and last names.  
The search displays a list of patient names.  This list of patients can be spread to multiple pages and 
Ŏŀƴ ōŜ ŀŎŎŜǎǎŜŘ ǿƛǘƘ ǘƘŜ άƴŜȄǘ Ҕέ ŀƴŘ άғ ǇǊŜǾέ ƭƛƴƪǎ ŀǘ ǘƘŜ ǘƻǇΦ   
 
Selecting the patient adds all the relevant information into the fields such as First, Last, ID# and 
DOB.   
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Visit Date:  ¢ƘŜ ǇŀǘƛŜƴǘΩ ŘŀǘŜ ƻŦ Ǿƛǎƛǘ Ŏŀƴ ōŜ ŀŘŘŜŘ ōȅ ŎƭƛŎƪƛƴƎ ƛƴ ǘƘŜ ±ƛǎƛǘ 5ŀǘŜ ŦƛŜƭŘΦ ¢Ƙƛǎ 
provides with a calendar popup which can be clicked into or the user can type the date 
directly into the field. 

 

 
 

 
First:  This contains the first name of the patient.   
 
 
Last:  This contains the first name of the patient.  
 
 
DOB:  This contains the Date of birth of the patient.  
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ID #:  This contains the MRN or identification number of the patient.  
 

 

 
 

 
Report Type:  ¢ƘŜ άwŜǇƻǊǘ ¢ȅǇŜέ ŘǊƻǇŘƻǿƴ ǇǊƻǾƛŘŜǎ ŀ ƭƛǎǘ ƻŦ ŀƭƭ ǘŜƳǇƭŀǘŜǎ ƛƴ ǘƘŜ ǎȅǎǘŜƳ ŦƻǊ 
the Healthcare Provider. A template can be preselected  

 
 
 
 
 
 
 
 
 

 
Note:  This is a free text field that allows the Healthcare Provider to add notes along with the 
dictation.  

 
 
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. 

 
 
Location:  For facilities using multiple locations. 
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