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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.

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

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

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

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

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

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

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

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

Powerful Transcription
Software Made Easy.

WebChartMD

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

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

[E]Online Demo  (Contact Us 0 Login

WebChartMD

Login

‘Over 5,000 healthcare

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

documentation
management needs.

Password: ‘

forgot password?

WebChartMD.com . .
e (g Uptimesare
VE B |

APS 350 Certified
S48 mpplication
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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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WebChartMD

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 55) resetting both the file naming convention and preferred download
location as set by the user.

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

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

Initial View When Logging In

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

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

filter...

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

Name

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

View and Folder Name

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

Username

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

Version Number

The Version Number is displayed next to the username.

Report Bug

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

Log out Button

OB ONONOMNONON

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

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

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

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

All Facilities DID Dictated Date Uploaded Date

ﬁ Workflow Manager

My Documents

Rejected

e The Folders view displays the folders in which the dictation and transcriptions are accessed.
transcriptions. More details can be found on page 19.

o The Settings view accesses the various workflow settings used by the Transcription Team
and healthcare Facilities. More details can be found on page 102.

o The Reports view displays the Reporting suite. More details can be found on page 221.
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Folders View
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Folder View Overview

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

Paula Simpson psimpson | 5.8.326 | report bu
Transcriber Inbox Folder Folders Settings Reports Logou

g & & ¥ ©Q Search & Change Dictator ¢ Route [fj Delete @) (5

DID Length Facility TAT Remaining Dictator B Dictated

lyr 2yr Al

All Facilities v

35081496 23:00:58

Fidelity Insura... Bales, Lowen 01/19/189

filter...

35081473 Fidelity Insura... | 23:03:40 Bales, Lowen 06/08/17

B workflow Manager 35081472

Fidelity Insura... = 23:03:39 Bales, Lowen 01/19/14

'E My Documents — - - d
m = | 35072519 0:00:36 FIdE'|It}" Insura... -102:22:38 Bales, Lowen 11/27/19
Rai d = 35072477 00145 Fidelity Insura... | -102:24:27 Bales, Lowen 11/27/19
QA = | 35068797 | 0:00:02 | Hampton Rad... @ -14 Arnold, Jimmy General Pool 11/26/19
I Allpo = 35068796 0:00:02 Hampton Rad.. -145) Arnald, Jimmy General Pool 11/26/19
@ M. Abbott _
= | 35068795 | 0:00:02 Hampton Rad... | -145:44:44 Arnold, Jimmy General Pool 11/26/19
@ s.Abraham
H S. Ackerman = 35068724 0:00:02 Hampton Rad.. -145:44:45 Arnald, Jimmy General Pool 11/26/19
N. Adair — .
H = | 35068793 | 0:00:02 @ Hampton Rad... | -145:44:45 Arnold, Jimmy General Pool 11/26/19
g A Ahmed
H M. Ahmedli = 35068792 00001 Hampton Rad.. -145:44:45 Arnald, Jimmy General Pool 11/26/19
L e

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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Paula Simpson psimpson | 5.8.326 | report bug
Transcriber Inbox Folder Folders Settings Reports Logout
== & ¥ O Search [ Change Dictator @ Route 7 Delete @ - o’ lyr 2yr All
All Facilities ] Dictator Dictated Date  Uploaded Date Routed
= 322053 s =
— B s < § @ ﬁ @ W O b Sea rC h
B Workflow Manager = | 33737753 = w ng Er
‘Documents
'h M = 34512978 0054 Fidgli SUra... les, Low 05/28{19 14:33 | 05/28/184433 | Bales, Zosy
= 34528421 4 5/1 es, Zoe
Rejected = |H52842 F I 06/0 I
QA = 34588274 0:00:46 Hampton Rad... | Johnson, Jim... 06/21/1913:51 | 06/21/1913:54 | Pool

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

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

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

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

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

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

OO OO OO

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.
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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 on page 28.

Folder Pane

On the left side of the screen is the Folder Pane, in which folders are displayed. These folders can be
clicked to enter different areas of the workflow. If more than one Facility is serviced by the
Transcription Team, a drop down appears in the top-left corner of the Folders view. Clicking this
dropdown expands a list of all Facilities serviced by the Transcription Team.

All Facilities Dropdown

The first entry at the top of this list is “All Facilities” (see below). Choosing All Facilities will list all
Dictators serviced by the Transcription Team in the folder pane. Selecting on individual Facility
displays only those Dictators at the selected Facility.

Paula Simpson Paula Simpson
Workflow Manager Folder Workflow Manager Folder
.'f {ﬁ ’E ? @ Route %Change Dictator .'f {a ‘E ? @ Route %Change Dictator

I All Facilities v All Facilities

All Facilities
filter...

Advanced Orthopaedics

*"  Workflow Manager #186 Caris, Sanders & Lewis LLP # 186
& My Documents = o Cary Ortho 32205818
h All Documents
W@ M. Abbott = 34761531 Clearwater ENT = 24761531

S. Abraham — Danville Regional Medical -
H = 33737753 Genter = 33737753
hﬂ S. Ackerman _
@ n. Adair = 34393968 Downington Sheriff's = 34383968
Department
m A. Ahmed = 34504483 P = 34504483
hﬂ M. Ahmedli Clopaotoeas | oo nt Clind

The Folder Pane also lists all folders available to the user in the workflow, such as the Workflow
Manager, My Documents, All Documents, and the folders for each Dictator serviced by the
Transcription Team. Details related to each folder view are described in upcoming sections of the
manual.
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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 27.

My Documents: The “My Documents” shows the dictations and transcriptions to the Transcription Team
admin from the Transcription Teams’ point of view. More information on My Documents can be found
on page 57.

All Documents: The “All Documents” shows the dictations and transcriptions to the Transcription Team
admin from the Facility’ point of view. More information on All Documents can be found on page 76.

Dictator Folders: Below the “All Documents” and its folders are the Dictator Folders. These are laid out
alphabetically by the last name of the provider. More information on Dictator Folders can be found on
page 91.

Paula Simpson
Workflow Manager Folder

g £ & ¥ # Route § Change Dicl
All Facilities
" Workflow Manager Total #183

The Workflow Manager folder is selected.

351378
All Documents

J. Arnold

T. Bales

S. Demo Provider
L. Direnfeld

351378

351378

FEEET IR

351378
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Paula Simpson

Transcriber Inbox Folder
Sl ® T QSearch § Change
All Facilities =| Wb
= | 35183
filter... = 35183
= 35183

3183 The Inbox folder within “My Documents” is selected.
351834

35183¢

35183¢

& All Documents
g ) Amold

I
”
v
&
2

Paula Simpson
Notes Folder
@ Ej . g ? QSearch BCase]nfo

All Facilities Facility
Hamptcn Radig

filter...

Hampton Radig

B Workflow Manager Hampten Radid
- Hampton Radid
Hampton Radig e w ”
- The Notes folder within “All Documents” is selected.
Pending Hampton Radig

Inbox Hampton Radig
Rejected Hampton Radig

Hamptcn Radig
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Jimmy Arnold

Pending Folder
SR EM® Y Aser

All Facilities

filter...

B Workflow Manager
h My Documents

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

h J. Drood

A. Fairchild

o

fﬁ M. Harris
fﬁ J. Johnson
o

J. Malk
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Folder View Options

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

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

The “Classic View” displays a list of all dictator names below the All Documents folder by default.
Also, the Classic View presents a filter box at the top of the folders, allowing the user to quickly
search for a specific Dictator by typing their name in it.

Paula Simpson Paula Simpson
Transcriber Inbox Folder Transcriber Inbox Folder

=[fx] & ¥ © Search g Change Dictator = & & ¥ L Search & Change Dictator

All Facilities =| b b All Facilities
= 35183614 0L/ . = 35183614 | 0140
filt All Dictators
HHLEr... = 35183615 0L/ = 35183615 OL/C
Ef Workflow Manager = 35183611 014 Workflow Manager | — .5 0:60, g1
. My Documents r.
E W = | 35183604 | 01/ My Documents = | 35183604 | 01/C
= 35183603 01/ = 35183603 0140
QA = 35183602 0L/ B = 35183602 01/
Draft = 35183606 0L/ o = 35183606 0L/C
i Al Documents = | 35183488 014 = 3518488  01/0
& . amold Draft
W T Bales = 35183486 0L/l , = 35183486 | 0140
& s. Demo Provider = 35183485 01/ Tﬁ All Documents = | 35183485 | 01/(
H L. Direnfeld _ _
@ ».orood = 35183487 0L/ = 35183487 | 014
@ A Fairchild = 35183480 01| = 35183480 0140
& ™. Harris _
= 135183478 0L/ = 35183478 014
H J. Johnson
G ) Malk = | 35137852 12/ = | 35137852 | 12/1
W D. McLaughiin = 3137843 1 = 35137843 121
& 1 Mehta
& G Miller = | 35137842 1/ = 35137842 124
@ . mizel = 35137846 1 = 35137846 1271
g ). Renault
G ysemmr— = | 35137841 12/ P = 35137841 121
SRRV )| i () i
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
46), 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.

Paula Simpson psimpson | 5.8.326 | report bu

Workflow Manager Folder Folders Settings Reports Logou

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

H 74l Il N I e

All Facilities

filter...

" workflow Manager #192

B = 32205818 pueseyl0613.. 00103  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@ . Adair = | 34303068  ashsh3-0418.. 00042 QA Acvanced Ort..  Shah Achish 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

Paula Simpson psimpson | 5.8.326
Workflow Manager Folder Settings Reports

2 Dictator el (Lines) First
— A

*"  workflow Manager #192
L e = 32205818 pueseyl-0613.. 00103  Pending Advanced Ort.. Vesey Philip 5598 Beth Adam
b All Documents
m M. Abbott = 34761531 | sreed-030120.. | 0:00:03 Pending = Maplewood 5.. | Reed, Samual - Mikhail Bekarov
@ s.Abraham = 33737753 davidharding.. = 000:04  Pending = Caris Sanders.. Harding David 143 Gerald  Cooper
@ s Ackerman
W N Adair = 34393968  ashah2-0418. 00042 QA Advanced Ort.. | Shah, Ashish 053 SYSTEM  BLANK
h A. Ahmed = 34504484 | Jimmylohnso... | 0:02:31 QA Hampton Rad... | Johnson, Jim... 5332 John Smithers
@ N Ahmedii _ o _ _

The first five icons from the left are consistent in all folders and more information on them can be
found on page 19. The next nine icons are explained in detail below:

@ Route

Paula Simpson
Workflow Manage- =-"-lar

=) =

‘ All Facilities Change File Routing

Routing

filter...
Close | Return to default routing
& My Documents Barbara Johnston (0:02:45)
& Al Documents A Connie Miller (0:03:15) Facility Dictator
@ ™. Abbott Connie Wallace (0:24:00)
@ s Abraham - Darlene Simpson (0:00:12) - -
@ s Ackerman Dolores Feeny (0:00:03)
@ . Aadair #186 Editor Review (00:00:00) 517.34
A. Ahmed R 00"
2 . Ahmedr 32205618 peseyi-of Faith Hansen (00:00:00) Advanced Ort.. | Vesey, Philip | 5596
- Almedl Gerry Miles (00:00:00)
h C. Aiken 34761531 sreed-030 Gina Davis (0:00:20) Maplewood S... | Reed, Samual
E }:f.lzeﬁ 33737753 | davidhardi| Gloria LaForce (00:00:00) Caris, Sanders..  Harding, David = 143

The Route function allows the Transcription Team admins to manually route a dictation to a specific
user.

More details on Routing can be found on page 99.

More details on Pools and Transcriptionist queue can be found on page 214.
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@ Change Dictator

Paula Simpson

Workflow Manager Folder

EE O O

‘ All Facilities Gy == < 00K

Workflow Man-

Submit [ Case Info [ Open @)l Play [ &Move @ Export [ Delete ) ()

[Advanced O...] Harris, Monique
[Advanced O...] Miller, Gerald
DID A [Advanced O..] Shah, Ashish

[Advanced O..] Vesey, Philip
& - - [Caris, San...] Harding, David
EXCE

[Caris, San...] Provider, Master
[Cary Ortho...] Brody, J.

[Cary Ortho...] DeCillo, Laura
[Cary Ortho..] Denniscn, Lucille

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

Using the “Change Dictator” feature changes the Dictator identification attached to a dictation or
transcription. When the Dictator is changed, the filename is updated to reflect the new Dictator. The
“Dictator” column (and “Facility” column if applicable) is/are also updated. The “Change Dictator”
feature allows Transcription Team staff to change Dictators within the same Facility and from one
Facility to another.

DID Dictator File Name

” N

Sl
34761531 - sreed-03012018-131230-Ldss

33737753 | Harding, David vidhardingl-09112018-082116.dss
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DID Dictator File Name

m-— san |-

— SN’
= 34781331  Rectre=mMual sreed-03012018-131230-1.dss 0:00:03
= 33737753 | Harding, David | davidhardingl-09112018-082116.dss 0:00:04 Sim|

@ Submit

The Submit function is available within the Workflow Manager, QA folder and the Rejected folder
for the Transcription Team staff. Submit is used to move a transcription to the next step in the
workflow, which in almost all cases will be to submit a completed transcription from the QA
workflow and into the Dictator’s Inbox. In workflows with multiple tiers of QA, pressing Submit will
move the transcription from the Tier 1 QA Editor to the Tier 2 QA Editor.

@ Case Info

Paula Simpson psimpson | 5.8.326 | report bug
Workflow Manager Folder Folders Settings Reports Logout

A2l 8 ¥ @ Route §Change Dictator [ Subrffit (@ Caselnfo [ Jopen @i Play [ &Move @ Export i Delete @) (3 lyr 2yr All
All Facilities
Search Patient Date of Visit | 03/01/2018
= Workflow Manager Date of Birth 01/10/2018 ID#| ABC-132
h My Documents Report Type - Note
h All Documents
h M. Abbott Billing Codes Location | pefault v
@ s.Abraham
& s Ackerman Update Case Close
@& . Adair
2 :‘i:mezl‘ = DID Facility Dictator Length First Last Status Report Type Last Modified Routed To
. medli
 cm NN BN B B . .
8 - N
@ « Alfaro
& Al o (o100 - |- e - - - - -]
h C. Ames
@ w.andersen
h P. Andolina 33737733 Caris, Sanders...  Harding, David ~ 0:00:04 Gerald Cooper Pending OFFICE NOTE Simpson, Paula | Routing Error
h S. Andrew 34504483 Hampton Rad... | Fairchild, April 0:02:31 Jason Bell QA SCH TEST Bales, Zoey Wallace, Con...
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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.
“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 Dictator / author.

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

®

“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 14 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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Paula Simpson
Inbox Folder

EQ B & ¥ @ Search [ Open & Pri

DID

nt | Finali

ze () Reject & Change Dictator &2, Fax [ g Case Info [ Delete @) (5

A Facility Dictator Dictated Date

All Facilities v

34588166 Advanced Qrth... Miller, Gerald 06/21/19 1407

filter...

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

Workflow Manager
My Documents

e

Rejected

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

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

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

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

Paula Simpson
Inbox Folder

S &l 8 ¥ QSearch [ Open & Print [} Finalize ) Reject & Change Dictator 8, Fax [@ Case Info [ Delete @) (3

All Facilities v Facility Note Dictator Dictated Date

filter... Hampton Radi... Arnald, Jimmy 05/23/1915:33

Workflow Manager
My Documents

= | 34393987 . Advanced Orth... Shah, Ashish 04/18/191512

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

) 33737752
Final
@ ™. Abbott
_‘ S. Abraham

® "

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 264.

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

33498420

Maplewaod Su.. Reed, Samual 03/20/18 11:26
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@ Move

Send File to ...

Deleted Rejected

11

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 Dictator.

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

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

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

See page 19 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.

Export
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ro'ders Settings
pelete @) (0

Report Type

Workflow Manager Folder
= 2l 8 ¥ @ Route §Change Dictator [ Submit [@CaseInfo [ | Open @i Play [ &
Length

‘ All Facilities Dictator Status  First

filter...

Workflow Manager

WebChartMD

psimpson | 5.8.326 | report bug
Reports

Logout
Iyr 2yr All

Last Modifiec

h My Documents
h All Documents 5 I wemd_report.csv - Excel I
W ). Amold '
hi T. Bales Formulas Data Review View Help 2 Tell mg
hi 5. Demo Provider ¢ -1 - == = EE; General - TEf Conditional Formatting = B Ing
E L. Direnfeld I Uu- AN = = - $-% 9 5 Format as Table - T De
§ ). Drood _ i
- A = 5= . 0 o [ Cell Styles ~ = Fol
g A Fairchild - o=
hi M. Harris Font [F] Alignment [F] Mumber [F] Styles Ce
& . Johnson & 35137852
W@ ) malk
I8% 0 naclauahlin B C D E F G H 1 J
Simple View 1 DD Dictator length Status  First Last TAT Locked  Report Ty|Last N
2 |3513?852|Arnold,limmy 0:00:03 Pending Standard .
4] , . \ ) - .
wemd_report.csv 3 | 35137846 Arnold, Jimmy 0:00:03 Pending Standard .

The “Export” feature is available only within the Workflow Manager. This feature downloads the

content of the page into a csv file.

@ Delete

Confirm Deletion

Delete reason.

This function allows the user to delete a dictation or transcription. “Delete” is a permission
feature (see Settings section, page 142).

-based
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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.

Columns

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

Paula Simpson psimpson | 5.8.326 | report bug

Workflow Manager Folder Folders Settings Reports Logout
g 8 ¥ @ Route & Change Dictator i<ty yr 2yr Al

Report Type  Last Modified e Bill (Lines)  Original Transcrise.

---"--------_
filter...
" Workflow Manager - a1 - - 464.77 -

N men
My Documents Pending ‘ Mikhail ‘ Bekaroy ‘ | ‘ Pool ‘ sreed-030120... ‘ General Pool ‘
All Documents

M. Abbott
S. Abraham

Pending = Gerald Coaper OFFICENOTE  Simpson Paula  RoutingEmor  Here'sacom..  davidharding.. 143

0231 QA Jason Eel SCH TEST Bales, Zoey Vallace, Cor afairchild-052.. 13832 Wallace, Connie

EEETND

s. Ackerman

Here are the column descriptions in details:
Bill (Lines): This displays the number of lines that the Transcription Team charges the
dictator/Facility for this transcription. See page 190 for a full description of Bill Lines.

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.

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

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

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

Dictator: The Dictator is the dictating user or owner of the transcription.

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

Page 35 0f 272 « WebChartMD - User Manual: Transcription Company Administrator Version



WebChartMD

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 Dictator.

DOB: The DOB stands for Date of Birth, the birth date of the patient that the Dictator 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 Dictator.
eSigned Date: This column displays the date and time of the electronic signature by the Dictator.
Faxed: This column displays the time and date of faxing the transcription.

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

File Name: The “Filename” column displays a unique identifier used by WebChartMD to identify the

dictation or transcription. It is limited to use in either the Pending folder or the Workflow Manager
folder. Components of the filename are:

jarneld-12182019-123801wav

“jarnold” — dictator’ username

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

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

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

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

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

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

Last Modified: This column displays the name of the user who had made the most recent edits to
the document of the transcription.
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Last: This column displays the last name of the patient.
Length: This column displays the length of the audio file.
Location: For facilities using multiple locations.

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 Dictator’ 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.
e [f the file was not late, it displays “On Time — x days” in black, .x is the number of days left.
o If 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.

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

Pay (Lines): This displays the number of lines that the Transcriptionist typed while initially
transcribing the document. See page 164 for a full description of Pay Lines.

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

Printed: This column displays if the transcription has been printed at least once.

Report Details: This column displays the report type but can be edited from the case info window.

Report Type: This column displays the name assigned to the template in the Template Manager. See
page 191 for a full description of the Template Manager.

Routed To: This column displays the name of the transcriptionist or editor currently assigned a
dictation or transcription. See page 99 for a full description of Routing.

Status: This column displays the status of the file. See page 96 in the Document Management
section for a full description of all Statuses.
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TAT Remaining: This column displays the time remaining until the file becomes late. The TAT (turn-
around time) calculation starts with the Upload Date and Time, and the priority set by the
Dictator/Transcription Team on that dictation.

TAT: this column displays the turn-around time assigned to a dictation. See page 167 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.

Column Management

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.

on

ager Folder

¥ @ Route &) Change Dictator | Submit [g Case Info [~ Open @) Play | «Move @ Export [ Delete @) (3

Facility Dictator Length First

3:15:55

34761531 Maplewood S... | Reed, Samual 0:00:03 Mikhail Bekarov Pending

33737753 Caris, Sanders...  Harding, David | 0:00:04 Gerald Cooper iiwii iiiiii i Hi"i

34504483  Hampten Rad..  Fairchild, April 0:02:31 Jason Bell {j Open ﬂ P|Ely - #MOVE |’,'-> EXpOI’t ﬁ Delete o [
34504481  Advanced Ort..  Harris, Monig... | 0:02:31 Simson Doug

Le egth Fir. t

34504482 Hampton Rad... = lohnson, Jim... 0:02:31 Dennis Banks

Statw

24504470 Haoparton Bad Mzl lacnn 0402.21 Both J'|F|=mr‘ '.

3:15:55

al 0:00:03 Mikhail Bekarov Pending
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&3 Change Dictator [ Submit [ Case Info [ | Open | Play | &Move @ Export ffj Delete @ 5/

Dictator

Total #194 = = 3:15:55 | - = =

34761531 | Maplewood S.. | Reed, Samual 0:00:03 Pending = Mikhail Bekarov

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

= 34504483 | Hampton Rad... | Fairchild, April 0:02:31 QA Jason Bell
= 34504491 Advanced Ort..  Harris, Monig... | 0:02:31 QA Simson Doug
= 34504482 | Hampton Rad... | Johnson, lim... 0:02:31 QA Dennis Banks

OFFICE NOTE
SCH TEST

CPERATIVE R

XRAY

Show/Hide

WebChartMD

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).

34761531 | Maplewood 5... | Reed, Samual 0:00:03 Pending

33737753 Caris, Sanders...  Harding, David

34504483  Hampton Rad... | Fairchild, April

34504491  Advanced Ort.. | Harris, Monig..

34504482 | Hampton Rad.. | Johnson, Jim...

34504479

Hampton Rad... = Malk, Jason

Fadility

Harding, Diavid
Fairchild, April 0
Harris, Monig... | 0

Johnson, Jim... 0:

Dictator
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Pending

= Pending = Ge
= 0:02:31 QA Ja
= 0:02:31 QA Sii
= (0231 04 e

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.

Step 1: Identify which column will be used for searching. In this example, we will first search the
dictator name and then the status of the files.
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Paula Simpson psimpson | 5.8.326 | report bug
Workflow Manager Folder Folders Settings Reports Logout

All Facilities Dictator Length Status First Report Type Last Modified

Workflow Manager #199 - 3:18:48 - . .
My Documents

All Documents
M. Abbott 33737753 | Harding, David = 0:00:04 Pending = Gerald OFFICE NOTE Simpson, Paula | Routing

filter...

34761531 | Reed, Samual 0:00:03 Pending = Mikhail B Pool

S. Abraham 34393087 Shah, Ashish 0:0102 | QA SYSTEM Bales, Zoey Simpson,
S. Ackerman
N. Adair 34504483 Fairchild, April 0:02:31 QA Jason SCH TEST Bales, Zoey

A. Ahmed 34504479 | Malk, Jason 00231 | QA Beth CT SCAN Simpson, Paula | Wallace,
N. Ahmedli

C. Aiken
A. Albers
K. Alfaro
C. Alley
C. Ames 34504604 | Harris, Monig... | 0:02:21 Nancy Comstock DISCHARGE S... | Bales, Zoey Wallace,
W. Andersen

P. Andolina

S. Andrew = | 34512978 | Bales, Lowen 00:00:00 Quinn Bales Blank Template | Bales Zoey Simpson,

34504482  Johnson, Jim... 0:02:31 QA Dennis KRAY Bales, Zoey Wallace,

34504524 Harris, Monig...  0:0108 Victor Aghebaoir CONSULT Simpson, Paula | Wallace,

34504629 | Harris, Monig... 0:00:48 Greg Jones CPERATIVE R... ‘Wallace, Con... Wallace,

FESEEEEEEEEEEEENN

ML 1l

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

Paula SilT'IpSOﬂ psimpson | 5.8.326 | report bug
Workflow Manager Folder Folders Settings Reports Logout

2 2 B & ¥ @ Route §Change Dictator |} Submit [@ CaseInfo [ | Open @i Play [ &Move @ Export i Delete @) (5 1yr 2yr All
All Facilities = DID Dictator Length Status First Last Report Type Last Modified Routed
r.'=.
__( B B B "
filter... x
Workflow Manager #11 = = = = = = =
& My Documents 33737753 | Harding, David Pending  Gerald  Cooper OFFICENGTE  Simpson, Paula | Routing Ern
h All Documents
& ™. Abbott
@ s Abraham 24504524 | Harris, Monig... QA Victor Aghebair CONSULT Simpson, Paula | Wallace, Col
@ s. Ackerman
h N. Adair = 34504604 | Harris, Monig... | 0:02:21 QA Nancy Comstock DISCHARGES... | Bales, Zoey Wallace, Cof
h A. Ahmed = 34504629 | Harris, Monig... | 0:00:48 QA Greg Jones OPERATIVE R.. | Wallace, Con.. Wallace, Cof
@ N Ahmedii
h C. Aiken = 34588174 | Harris, Monig... | 0:01:31 Pending . Hald, User
@ A Albers = | 24588171  Harris, Monig.. 00131 | Pending i Wallace, Col
h K. Alfaro _ ) _
h C. Alley = 34588177 | Harris, Monig... | 0:01:31 Pending . Wallace, Cof
h C. Ames = 34588176 | Harris, Monig... | 0:01:31 Pending . Wallace, Cof
W. And —_
@ nersen = | 34588168 Harris Monig.. 00056  Pending ) Wallace, Co
@ P. Andolina
h s. Andrew = 34588163 | Harris, Monig... | 0:00:56 Pending B Wallace, Cof
h N. Angell
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Results: In this example (above) typing the first few characters (Har) of the Dictator’s name filters all
dictations and transcriptions down to those matching dictator names matching that search criteria

(Harris and Harding).

Step 3: A further level of search refinement is to filter only on dictations that are in a Pending status.

Paula Simpson psimpson | 5.8.326 | report bug

w Manager Folder Folders Settings Reports Logout
= £ ¥ @ Route &) Change Dictator | Submit [ g Case Inf, i Play [ &Move @ Export fj Delete @ () lyr 2yr All

= DID Dictator Ler gth Status Girst Last Report Type Last Modified Routed

All Facilities =
. 178 BN "I e
filter... x

*"  Workflow Manager #7
b Ly BT e = 33737753 | Harding, David | 0:00:04 Pending | Gerald Cooper COFFICE NOTE Simpson, Paula | Routing Err
& All Documents
m M. Abbott = | 34588174  Harris, Monig... | 0:01:331 | Pending . Hold, User
i@ s Abraham = | 24588171  Hamis, Monig.. | 00131 | Pending . Wallace, Co
H S. Ackerman
m N. Adair = 34588177 | Harris, Monig... 0:01:31 Pending . Wallace, Col
@ A Ahmed = 34588176  Haris, Monig.. 00131  Pending . Wallace, Col
W@ N Ahmedii
m C. Aiken = 34588168 Harris, Monig... 0:00:56 Pending . Wallace, Col
G A Albers = | 24588163  Harris, Monig.. 0:00:56  Pending ., Wallace, Col
W@ K Alfaro
g c Aley
W@ C Ames
@@ W. Andersen
&% P, Andolina

This is accomplished by adding all or part of the word “Pending” in the Status column.

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

Step 4: The user further wants to look for dictations which would be in the Pending folder & for
dictators containing “Har” 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.
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Paula Simpson psimpson | 5.8.326 | report bug

Workflow Manager Folder Folders Settings Reports Logout
= & & ¥ #Route &) Change Dictator |} Submit g CaseInfo [ | Open @i Play | eMove Sidepgrt [ Delete @ (5 lyr 2yr All

All Facilities = DID Dictator Length Status First Lr st TAT Report Type  Last Modified Rout

| - N . 1 H IV 0N " I .

‘ filter...

0:01:35

“"  Workflow Manager

& My Documents
h All Documents
g ™. Abbott
H S. Abraham
S. Ackerman
N. Adair
A. Ahmed

-]
-]
-]
3 N Ahmedii
-]
-]
T

33737753 | Harding, David = 0:00:04 | Pending = Gerald Cooper = 2Zhr STAT OFFICE NOTE | Simpson, Paula | Routing

34588171  Harris, Monig..  0:0L:31 | Pending 2hr STAT . Wallace]

C. Aiken
A. Albers
K _Alfarn

Results: This further sorts and displays only two files that belong to Dictator Harding and Harris that
are in the Pending folder and have a 2-hour STAT priority on them.

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 0, Z to A) order. To do this, the user
simply single clicks the name of the column header once. This adds a white triangle next to its name
and sorts the column. The direction of the arrow further indicates if the information is sorted in
ascending or descending order.

The unsorted TAT column header:
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Paula Simpson psimpson | 5.8.326 | report bu

Workflow Manager Folder Folders Settings Reports Logou

2 3 B 8 ¥  Route §Change Dictator [} Submit [g Case Info [ | Open @i Play [ aMove ¢, Iiﬁllﬁ e © 1yr 2yr Al

Dictator Length

All Facilities

| e - TN .

- Workflow Manager #199 3:18:48

& My Documents = | 34761531 Reed Samual  0:0003  Pending Mikhail  Beksrov  2Zhr STAT
h All Documents
h M. Abbott = 33737753 Harding, David ~ 0:00:04 Pending | Gerald Cooper Zhr STAT OFFICE NOTE Simpsaon, Paulg
@ s Abraham = | 34393987 Shah, Ashish 00102 | QA SYSTEM | BLANK Standard Bales, Zoey
@ s.Ackerman
h N. Adair = 34504483 Fairchild, April 0:02:31 QA Jason Bell 2hr STAT SCH TEST Bales, Zoey
h A. Ahmed = 34504479 | Malk, Jason 0:02:31 QA Beth Adams Standard CT SCAN Simpson, Paulg
& N Ahmedli
h C. Aiken = 34504491 Harris, Monig...  0:0231 QA Simson Doug Thr STAT COPERATIVER... | Bales, Zoey
h A. Albers = 34504482 | Johnson, Jim... 0:02:31 QA Dennis Banks Bhr STAT KRAY Bales, Zoey

K. Alfaro
2 C. Alley = 34504524 Harris, Monig...  0:0L08 QA Victor Agheboir  12hr STAT CONSULT Simpsaon, Paulg
h C. Ames = 34504604 | Harris, Monig...  0:02:21 QA Nancy Comstock | Standard DISCHARGE S... | Bales, Zoey

W. Andersen — . .
h X = 34504629 Harris, Monig...  0:00:48 QA Greg Jones Standard OPERATIVE R... | Wallace, Con..,
@ P. Andolina
h S, Andrew = 34512978 | Bales, Lowen 00:00:00 QA Quinn Bales Standard Blank Template | Bales, Zoey

The TAT column header in ascending sort:

Paula Simpson psimpson | 5.8.326 | report bug
Workflow Manager Folder Folders Settings Reports Logout

- | & B & ¥ #Route &) Change Dictator | Submit [ig Case Info [~ | Open @ Play [ &Move &, iﬁllh e lyr 2yr All

All Facilities = DID Dictator Length i Lasi TAT 4 Report Type Last Modified

—
] - . — CN— —

*" workflow Manager #198 - 3:18:36 - - - -
& My Documents = | 3450491 | Haris Monig.. | 00231 | QA Simson | Doug 1hr STAT OPERATIVER.. | Bales Zoey
& Al Documents
h M. Abbott = 35003347 | Arnold, Jimmy 0:00:12 Pending | Jeremy Hobson 1hr STAT
@ s Abraham = 35022561  Bales Lowen 0:00:02 | QA Allison Smith 1hr STAT A Bales, Zoey
& s Ackerman
h N. Adair = 34761531 | Reed, Samual 0:00:03 Pending = Mikhail Eckarov Zhr STAT
h A. Ahmed = 33737753 | Harding, David 0:00:04 Pendin Gerald Cooper Zhr STAT OFFICE NOTE Simpson, Paula

9, g P P

& N Ahmedli
h C. Aiken = 34504483 | Fairchild, April 0:02:31 QA Jasan Bell 2hr STAT SCH TEST Bales, Zoey
h A. Albers = 35068144 | Miller, Gerald 0:00:12 Pending 2hr STAT
@ « Alfaro _ ) .
h C. Alley = 34504482 | Johnson, Jim... 0:02:31 QA Dennis Banks Bhr STAT HRAY Bales, Zoey
h C. Ames = 34504524 | Harris, Monig... | 0:01:08 QA Victor Aghebeir | 12hr STAT CONSULT Simpson, Paula
h L Andersen = 343930987 | Shah, Ashish 0:01:02 Qa SYSTEM BLANK Standard Bales, Zoey
& P.Andolina
h S, Andrew = 34504479 | Malk, Jason 0:02:31 QA Beth Adams Standard CT SCAN Simpson, Paula
h N. Angell = 34504604 Harris, Monig... 0:02:21 QA Nancy Comstock  Standard DISCHARGE 5. | Bales, Zoey
I w_Anaula
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The TAT column header in descending sort:

Paula Sil"ﬂpSOl’] psimpson | 5.8.326 | report bug I

Workflow Manager Folder Folders Settings Reports Logout

<3§ @ . 1= ? # Route &Change Dictator | Submit GCaseInfo [/ Open @ Play | @Move & Exp o (mY Lyr 2yr All

All Facilities Dictator Length Report Type Last Modif
Workflow Manager #92 = 1:36:35

& My Documents = 35081472  Bales lowsn | 00008  Pending Standard

h All Documents

h M. Abbott 35072519  Bales, Lowen 0:00:36 QA Ralph Smith Standard A Bales, Zoey

@ s Abraham 34504524 | Harris, Monig... | 00108 | QA Victor Aghebair 12hr STAT CONSULT Simpsan, Pz

& s Ackerman

h N. Adair 34504482 Johnseon, Jim... 0:02:31 QA Dennis Banks 8hr STAT KRAY Bales, Zoey

h A. Ahmed 35068144 | Miller, Gerald 0:00:12 Pending 2Zhr STAT

& N Ahmedii

h C. Aiken 24504483 Fairchild, April 0:02:31 Qa Jason Eell 2hr STAT SCH TEST

h A. Albers 33737753 | Harding, David | 0:00:04 Pending | Gerald Cooper 2Zhr STAT QFFICE NOTE

h K. Alfaro _ o

h C. Alley 34781531 | Reed, Samual 0:00:03 Pending = Mikhail Bekarov 2hr STAT

h C. Ames 35147151 | Bales, Traci 00:00:00 | QA Allison Smith 1hr STAT Blank Template | Bales, 7oey

W. And

o neersen 35100384  Bales Lowen | 00:0000 QA Michael | Salyers 1hr STAT A Bales, Traci

& P Andolina

h 5. Andrew 35081496  Bales Lowen 0:00:05 Pending 1hr STAT
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File Display

The Workflow Manager File Display area can display files in any phase of the workflow (Pending, QA,
Inbox, Rejected, Final, and Delivered (combines Inbox and Final). For a detailed description of
available file statuses and their meaning, see page 96.

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.

@ Route & Change Dictator [ Submit (@ Case Info [ | Open @i Play [ &Move @ Export ffj Delete @) (5

DID D) ato engtl ta as epo pe A5 odified

=

T | ota #198 3:17:51 -
1 Flags ‘ Pending | Mikhail ‘ Bekarov ‘ ‘ ‘ )
— ‘ MNane Red Blue  Green Yellow Pending | Gerald Cooper CFFICE NOTE Simpson, Paula
= . 1 ‘ Bell ‘ ‘ SCH TEST ‘ Bales, Z
Copy DIDs to Clipboard == 5 2=
3 c Dictat Beth Adams CT SCAN Simpson, Paula
opy Dictation
Preview | Dennis ‘ Banks ‘ ‘ HRAY ‘ Bales, Zoey
5 Download Simson Doug COPERATIVE R... Bales, Zoey
E— @ Victor Aghebair CONSULT Simpson, Paula
7 Audit Trail Nancy Comstock DISCHARGE S... | Bales, Zoey
) Greg Jones OPERATIVE R... Wallace, Con...
Document History
= 34512978 Bales, Lowen 00:00:00 ™y Quinn Bales Blank Template = Bales, Zoey
= 34528400 Bales, Lowen 0:00:34 QA Ivy Bales templatehead... | Bales, Zoey

14CaGA90 T TR TR L Ta o - PR A T . TR

@ 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

Total #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

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

ADVANCED ORTHOPAEDIC & SPINE - 2020 COMPTON PLACE - WEST MEMPHIS TN 398132 - (380) T47-1980

OPERATIVE REPORT
Simson Delaney 1293836 02/14/1980

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

It looked like he may have been having some mild to moderate oral or throat-related dystomia with the
increzze in Geoden. We did decrease the doze, at least that time. He =till got 80 mg at bedtime vesterday.

He did request hiz medications being associated with dinner. 1 did change the order, for the finzl order to
be 40 mg po. gam. and 80 mg p.o. each evening with dinner, to help asseciate absorption, per patient
request. Patient appears to be less manic. He appears to be sleeping. He is not as imitated and agitated.
He is not quite as perseverative, hyperverbal, or intrusive. He 15 compliant with medications currently.
He appears to be improving.

POSTOPERATIVE DIAGNOSES:

PROCEDURE: Appearance: Groomed. Good eye contact. Behavior is calm, cooperative. Mood: "Tm
okay." Affect: Mildly constricted to euthymic. Speech: Reguler rate and rhythm. Thought processes
are clear, logical, poal directed. Associations are intact. Denies suicidal or hemicidal ideation. Patient
denies auditory hallucinations when asked, but at times does eppear to be mildly manichypomanic, at
least in hiz content - grandiosity, religiosity, that sort of thing. Oriented to time, place, persen, and
situztion. Attention and Concentration: Nommal Memory: Recent and remote appear imtact, per
interview. Language Information Intelligence Level: Appear average. Judgment and Insight Fair.

ANESTHESIA: Bloed pressures was 120/69, pulse 123, respirations 18, 98.3 tympanic temperature.
Gait and station appear normal and no evidence currently of zbnormal movements.

ESTIMATED BLOOD LOSS:

INDICATIONS: Wa Aid adinst the Gendon a little hit cver the weskend hazed on natient havine some.

Close

@ 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.

Setup:
The downloading process can be setup with these easy steps:

Step 1: Select files(s) to download

Page 48 0f 272 « WebChartMD - User Manual: Transcription Company Administrator Version



AN
&

é
WebChartMD

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.

Paula Simpson psimpson | 5.8.326 | report bug

Workflow Manager Folder Folders Settings Reports Logout

Cg ﬁ . = 7 @ Route aChange Dictator L}Submit ECase Info [~ Open | Play | & Move @ Export B Delete o o Tyr 2yr All
All Facilities = DID Dictator Length Status First Last Rey
. E
I Il B B e
filter... x
- voriow vanzger LN N A -
™ My Documents
& Al Documents
@ 2 Amold
@ 7 Bales Flags
@ s. Demo Provider
h L. Direnfeld ‘ None Red Blue  Green Yellow|
h J. Drood -
h A. Fairchild Copy DIDs to Clipboard
@ M. Harris Copy Dictation
@ /. Johnson Final Tim Smith Standard
h - malk Final SEREMA Mcleod Standard
4 ta
h D. McLaughlin ( Download ) i e neer
2 IéMh:ll:ta = wﬂgev Final Sierra Connors Standard
- er = . Final JOHN | DOE Standard
h D. Mizell Audit Trail
2 J. Renault = e Final Carmen Keilor Standard
M. Sanders = X
= 273723 Woodard, Ja... 0:00:07 In Final . i
& A shah v Limit: » next 1
simple vi 156525 Mizell, David 0:00:06 In Final no dictation 3

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

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

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

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

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

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

Step 3: Select the desired file name components.

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

DID: Inserts the DID number.

Practice: Inserts the Facility name

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

Provider First: Inserts the Dictator’ first name.

Provider Last: Inserts the Dictator’ last name.

Patient First: Inserts the patient’ first name.

Patient Last: Inserts the patient’ last name.

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

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

e Done
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Paula Simpson sim rep

Workflow Manager Folder Folders Settings Reports Logout

&l & ¥ @ Route £ Change Dictator [ Submit [ Case Info [~ | Open @)(Play [ «Move @ Export [fj Delete @ (3 1yr 2yr All
All Facilities Dictator T Select Fields @l rt Type Last Ma
4. Select filename components from list - -
filter... ’
Filename:
Workflow Manager . . .
patient_last patient_first practitioner_last
My Documents d dictationid
All Documents ovdictation
J. Armold
h S. Demo Provider patient_last patient_first practitioner_last dov dictationid
@ L Direnfeld
h J. Drood
DID
& A Fairchild -
@ M. Harris .
—> Practice
@ ). Johnson 122028 | Woodard, Ja.. | 0:00:06
g - mak _
h D. McLaughlin = 125138 ‘Woodard, Ja... 0:00:04: == DOV {MMDDWVY) | Arnold, J
h I. Mehta = 126537 Renault, James | 0:00:02 Evans, Ja
@ . miller — DOV (MM-DD-YYYY) I
. = 202126 Woodard, Ja... 00:00:0 Woodarg
h D. Mizell | . -
W& ). Renault = 146552 Woodard,Ja.. | 00004 —> Provider ID Fairchild
h M. Sanders — - |
h A = 273723 Woodard, Ja... 0.00.0'.-"_ N Provider First B Evans, Ja
h A. Shah = 156525 Mizell, David 0:00:06 Evans, Ja
@ crie = 121740 Woodard Ja.  0:00:06 —> Provider Last Arnold, ]
h P Vesey _ 1 F
h D. Wittenberg = 181742 Woodard, Ja... 0:00:08 —> Patient First Woodarg
@ . woodard = 178365 | Mizel, David | 0:00:09 ) Davis, Gi
& L vokochi 2 —> Patient Last =
= 241125 Woodard, Ja... 0:00:09 Woaodarg
= 261850  Woodard, Ja.. | 0:00:04 = MRN Davis, Gi
= 280916 Woodard, Ja... 0:00:02 Davis, Gil
are. e — DOB (MMDDYYYY) | e
= 3514902 Woodard, Ja... 0:00:04 Evans, Ja
= | 458602 Woodard, Ja.. | 0:00:03 —> DOB (MM-DD-YYYY) NOTE Bulbin, Jz
= 461064 Fairchild, April 0:00:04 — Done NOTE Fairchild,
= 3473029 Woodard, Ja... 0:00:01 I I I ]
Simple View 532167 Woodard, Ja... 0:00:01 In Final Kirsten

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:
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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).

Step 4: Completing the filename
Once the required filename has been selected, click the “Done” option at the bottom of the list to
finish the file name selecting process and proceed to the next step.

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

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

Paula Simpson psimpson | 5.8.326 | report bug

Workflow Manager Folder Folders Settings Reports Logout
= & & ¥ # Route & Change Dictator [ Submit [@ Case Info [ | Open @(Play [ &Move @ Export [ Delete € ()

Tyr 2yr All

= DID Dictator Length Status First Last Report Type Last Ma

All Facilities
[rm—
filter... Select Folder
Workflow Manager v 4 Bl > ThisPC » Desktop Search Desktop

] Ryjcesipents = Organize = Mew folder
h All Documents
H J. Arnold = e Mame
m JEEales “ finished emails
m o 5; D finished emails 12022019
. Lirente:
s d Master Manual Project

& . prood '3 other Evans, 2
& A Fairchild BeE

g Production Audic files -- MOT TEST Woadare
H M. Harris br . .

. Resource Link project
m J. Johnson = Evans, Ja
m J. Malk @i fi Returned Faxes
m D. McLaughlin = R F screenshots Arnald, J
@ ' Mehta =] aLn september 2019 = Evans, J2
m G. Miller c Transcriptions 0/z
= “ Woaodarg

& D. Mizell = oY € >
m J. Renault = Folder. | Transcriptions Fairchild]
m M. Sanders —_ E )
H A. Shah ¥ Select Folder Cancel vans
m A. Shah = Evans, Ja
@ cile = 181740  Woodard Ja.. | 00006  InFinol | John Smith 1hr STAT Amold, J
m P. Vesey
m D. Wittenberg = 181742 Woaodard, Ja... 0:00:08 In Final Louis Freeman Standard Woadarg

Step 6: Download completion
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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

anscriptions\smith-

Download confirmation popup message

| [/ = | Transcriptions - O *
Home Share View o
1 » Transcriptions v 0 Search Tran... 0@
" Marme Date modified Type Size
3 Quick
e W Adams-Beth-Malk-05192019-34504479.doc  1/10/2020 10:26 AN Microsoft Word 9... 13KE
W Adams-John-Amold-06212018-34388258....  1/10/2020 2:35 AM Microsoft Word 9... 14 KE
* L+ i Apollos-Zebe-Arnold-06212019-3458810...  1/10/2020 2:55 AM Microsoft Weord 9... 21 KB

=l | Aramonte-Dennis-Arnold-06212019-3438..,  1/10/2020 2 Microsoft Word 9... 14 KB
=| kA4 | --Arnold-11082019-35011016.doc 1/10/2020 8:55 AM Microsoft Word 9... 14 KB
AlP i Arrowood-Jimmy-Woodard--113445.doc 1/10/2020 11:50 AM Microsoft Word 9... 24 KB
Dict 5| Bales-lohnny-Arncld-05232019-34304518...  1/10/2020 2:35 AM Microsoft Word 9. 21 KB
- MLP = BLANK-SYSTEM-Arnold-09272019-34588...  1/10/2020 8:53 AM Microsoft Word 9... 27 KB
| Calkre-Lisa-Woodard-03002007-42448.doc  1/10/2020 11:50 AM Microsoft Word 9... 23 KB
e z| Calkre-Lisa-Woodard-03092007-42450.doc  1/10/2020 11:30 AM Microsoft Word 9... 23 KB
22 Dropl | Chresten-Martin-Arnold-06212019-24588...  1/10/2020 2:35 AM Microsoft Word 9... I KB
i dict M| Freeman-Louis-Woodard-06132007-1199...  1/10/2020 11:50 AM Microsoft Word 9. 26 KB
&2 Enri z| Kline-Mercy-Arnold-06212019-34877487....  1/10/2020 2:35 AM Microsoft Word 9 33 KB
i@ File 5 McCord-James-Armnold-11202019-345880...  1/10/2020 AM Microsoft Word 9... 33KB
o z| Scott-Lewis-Tille-03142007-47308.doc 1/10/2020 11:50 AM Microsoft Word 9... 22 KB
finis - Smith-Alice-Arnold-06212019-34588257....  1/10/2020 2:55 AM Microsoft Word @ 14KB
G HIP | smith-susie-Woodard-03082007-42449.doc 1/10/2020 11:50 AM Microsoft Word 9 23 KB
GR mec
@ OnE
/R Pho ¥

17 items =

The transcribed documents downloaded to the selected location.
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Notes:

1. After theinitial 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. .

pen portal

Reset download options
Save every change separately

Enable debug logging

Exit

Customize...

-
Mo 12:16PM

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

By default, dictations uploaded into the database receive a standard TAT.
STAT times available are Standard, 1 hour, (1hr), 2-hour, 4-hour, 8-hour, and 12-hour. Unless otherwise
configured in the “On Time” feature (see page 167), “Standard” is defined as 24 hours from the Upload

date and time.

To change the TAT, select a dictation and click on the “Change TAT” button. Select the desired TAT
change and click “Change”.
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Paula Simpson
Workflow Manager Folder

= & & ¥ # Route §§ Change Dictator [ Submit [@ Case Info [ Open @i Play [ &Move @ Export [j Delete
All Facilities ok ENu i)
TAT
‘ filter... ‘
. Standard
= Workflow Manager h
& My Documents 1hr STAT
& Al Documents 2hr STAT Last Report Type  Last Modified
h M. Abbott 4hr STAT E
@ 5 Abraham hr STAT Il - I
@ s Ackerman 12hr STAT
& N Adair #108 3:17:51
hi A Ahmed 34781531 | Reed, S 1 0:00:03 Pend Mikhail Bek: Pool
h N. Ahn‘]edli = eed, samual K ! ending 1Khanl ekarov o0
hﬁ C. Aiken = 33737753 | Harding, David | 0:00:04 Pending = Gerald Coaper CFFICE NOTE Simpson, Paula  Routy
g A Al — . .
E W Alf ers = | 34504483 | Fairchild, April | 0:02:31 | QA Jason | Bell | | SCH TEST Bales, Zoey Wall.
. Alfaro
W cAlley = | 34504479 Malk Jason 00231 | QA Beth Adams CT SCAN Simpson, Paula | Wall}
W@ c.Ames = | 34504482  Johnsen, Jim.. | 00231 | QA Dennis  Banks XRAY Bales, Zoey Wall
& w. Andersen

@ Audit Trail: This feature allows the user to view the audit trail associated with the dictation
and transcription. Audit data captured includes the name of the user who accessed the
document, the date and time of access, and the action performed during the access.

Audit Trail for 34504483

Name Date Action
Paula Simpson  03/23/1% 1335  Upload dictation
Paula Simpson ~ 053/23/19 1541  Change routing
System Admin  05/23/1916:32 Change routing
System Admin  05/23/19 1640 Change routing
System Admin  05/23/1917:01  Change routing
Connie Wallace  05/23/1917:07  Edit demographics

Connie Wallace  05/23/1917:10  Edit
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Document History: The document history displays all iterations of the document. Clicking
the “open” icon to the left of any iteration opens the prior iteration of the document. Audit
data captured for each iteration includes name of user who edited the iteration, patient
MRN, patient name, edit date and time, and iteration tracking number. Clicking the
“Restore” icon restores the document to the selected iteration.

Document history for 34504483

Patient MRN  Patient First  Patient First Edit Date
Bales, Zoey J 08/13/19 1413 75954882
Bales, Zoey J 08/12/19 15119 | 75934435
Evans, Janice J 08/02/19 08:25 75888799
Ewvans, Janice J 08/02/19 08:23 75888792
Evans, Janice J 07/30/19 14:34 | 75870628

Wallace, Connie J 05/23/1917:10 | 75536968

Close
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My Documents

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

Paula Simpson psimpson | 5.8.326 | report bug
Transcriber Inbox Folder Folders Settings Reports Logout
- 33 = ? QY Search &Change Dictator ¢ Route ﬁi Delete o - 1yr 2yr All
All Facilities = DID Dictated Date ¥ Uploaded Date Routed To L Facility File Name Dictator
= | 35183614 | 01/07/2011:27 01/07/2011:29 | Pool General Pool Hampton Rad... | jameld-01072... | Amold, Jim
‘ it ‘ = | 35183615 | 01/07/2011:27 01/07/2011:29 | Pool General Pool Hampton Rad... | jameld-01072... | Amold, Jim
B workflow Manager = 35183611 O01/07/2011:26 01/07/2011:29 Pool General Pool Hampton Rad... | jamcld-01072.. = Amold, Jimng
'E' My Documents — . - . J P
= | 35183604 | 01/07/2011:26 01/07/2011:28 | Pool General Pool Hampton Rad... | jameld-01072.. | Amold, Jimn
Refected = 35183603 | 01/07/2011:26 01/07/20 11:28 Pool General Pool Hampton Rad... | Jarneld-01072..  Amold, Jimny)
QA = | 35183602 @ 01/07/20 11:26 01/07/20 11:28 Pool General Pool Hampton Rad... | jamneld-01072.. | Amold, Jimny)
Draft = | 35183606 | 01/07/2011:26 01/07/2011:28 | Pool General Pool Hampton Rad... | jameld-01072... = Arnold, Jimny
E All Documents = | 35183488 | 01/07/2011:02 | 01/07/2011:04 | Pool General Pool Hampton Rad... | jamold-01072...  Amnold, Jimn|
§ ). Amaold
hi T. Bales = 35183486 01/07/2011:02 01/07/2011:04 | Pool General Pool Hampton Rad... | jameld-01072.. = Amald, Jimn

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

QA: This displays the transcriptions that need to be checked for Quality Assurance before being
delivered to the Dictator.

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

Draft: This displays transcriptions that have been added to the workflow by the Dictator outside of
the normal dictation and transcription process that need to be processed through Quality Assurance
before delivery to the Dictator’s Inbox. This could include handwritten documents uploaded as scans
or PDFs; documents transcribed by the Dictator and/or Facility staff that need to be completed by
the Transcription Team; and documents produced by the Dictator using front-end speech
recognition.
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The My Documents Inbox contains all dictations from all Facilities and all Dictators that are waiting
to be transcribed by the Transcription Team.

Paula Simpson

Transcriber Inbox Folder

All Facilities

orkflow Manager

QA
All Documents
M. Abbott

S. Abraham

S. Ackerman

DID

35137852

35137846

35137845

35137844

35137843

35137842

35137841

35137840

35137832

Length

0:00:03

0:00:04

0:00:03

0:00:03

0:00:04

0:00:03

0:00:03

0:00:04

S & T Search &g Change Dictator ¢ Route [ Delete €

Facility

Hampton Rad...
Hampton Rad...
Hampton Rad...
Hampton Rad...
Hampton Rad...
Hampton Rad...
Hampton Rad...
Hampton Rad...

Hampton Rad...

o
TAT
Zhr STAT
2Zhr STAT
2hr STAT
2Zhr STAT
2hr STAT
2Zhr STAT
2hr STAT
2Zhr STAT

2hr STAT

Dictator

Arnald, Jimmy
Arnold, limmy

Arnald, Jimmy

Arnold,
Arnold, Jimm

Arnald, Jimmy
Arnold, limmy

Arnold, limmy

General Pool

General Pool

General Pool

General Pool

eneral Pool

General Pool

General Pool

General Pool

General Pool

Folders

E Dictated Date

12/18/1913:38

12/18/1913:37

12/18/1913:37

12/18/1913:36

12/18/1913:37

12/18/1913:37

12/18/1913:37

12/18/1613:37

12/18/1913:36

psimpson | 5.8.326 | report bug
Settings

Reports

12/18/19 1340

12/18/19 13:39 Pool
12/18/1913:39 Pool
12/18/19 13:39 Pool
12/18/19 13:39 Poaol
12/18/19 13:39 Pool
12/18/19 13:39 Poaol
12/18/19 13:39 Pool
12/18/19 13:38 Poaol

1yr 2yr All

Uploaded Date ¥ Ro

Logout

The Inbox folder consists of three important areas:

®

O
O

File Display: The central section of the Portal displays the files for dictations.

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

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.
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Folder Management Functions

PaU'a Simpson psimpson | 5.8.326 | report bug
Transcriber Inbox Fnldar Folders Settings Reports Logout

hange Dictator ¢ Route [ Delete @ (& yr 2yr All

All Facilities Dictator ﬁ Dictated Date  Uploaded Date ¥ Ro

35137852 Hampton Rad... 2hr STAT = Arnold, Jimmy General Pool 12/18/1913:38  12/18/19 1340

filter... 35137846 Hampton Rad... = 2hr STAT | Arnold, Jimmy = General Pool 12/18/19 13:37 | 12/18/1913:39

B Workflow Manager | 35137845 Hampton Rad.. 2hrSTAT = Amold, limmy  General Pool 12/18/19 1337 12/18/1913:39

35137844 Hampton Rad... = 2hr STAT = Amold, Jimmy = General Pool 12/18/1913:36 | 12/18/1913:39

j i = 35137843 0:00:03 HamptonRad.. 2hrSTAT Arnold, Jimmy  General Pool 12/18/1913:37 | 12/18/1913:39 Pool ‘

QA = 35137842 00004 Hampton Rad.. 2hrSTAT = Amold, Jimmy  General Pool 12/18/19 13:37 | 12/18/1913:39 Pool |

@ Al Documents = 35137841 00003 | HamptonRad.. 2hrSTAT Amold, Jimmy  General Pool 12/18/191337 12/18/1913:39 Pool §

& M. Abbott = ) |
& s.Abraham = 35137840 00003 HamptonRad.. 2hrSTAT Armold, Jimmy  General Pool 12/18/1913:37 | 12/18/1913:39 Pool

b S. Ackerman = 35137832 00004 HamptonRad.. 2hrSTAT Amold Jimmy  General Pool 12/18/191336  12/18/1913:38 Pool §

All available Folder Management Functions viewable in the My Documents Inbox and their
descriptions can be found starting on page 19.

Functions unique to the My Documents Inbox are:

Search

Paula Simpso psimpson | 26

anscriber Inbox Folder Iders Settings Report:

= & B & T ©.Search & Change Dictator @ Route [ Delete @) (5 1yr 2yr Al

Filter Criteria

All Facilities
Dictator| [Hampton Radiclo...] Arnold, Jimn ¥ DID
(et Uploaded From Uploaded To
B¥ workflow Manager Filename Routing v
MyjDccuments I Work Type Job#
QA
& Al Documents = DD Length Fadility TAT Dictator Pool [ Dictated Date Uploaded Date  Routed To File N
2 :‘A};ﬁ:::lm = 35137852 0:00:03 Hampton Rad.. = 2hr STAT | Arnold, Jimmy General Pool 12/18/1913:38 | 12/18/1913:40 | Pool jarnold-
@ s Ackerman = 35137846 (00003 Hampton Rad.. = 2hr STAT | Amold, limmy | General Pool 12/18/19 13:37 | 12/18/1913:39 | Pool jarnold-
2 : ::I:;d = 35137845 0:00:04 Hampton Rad.. 2hr STAT | Arnold, Jimmy General Pool 12/18/1913:37 | 12/18/1913:39 | Pool jamold-
h N. Ahmedli = | 35137844 0:00:03 Hampton Rad.. = 2hr STAT | Arnold, Jimmy General Pool 12/18/19 13:36 | 12/18/1913:39 Paool jarnold-
2 ;.::::S 35137843  0:00:03 Hampton Rad.. = 2hr STAT | Amold, limmy General Pool 12/18/1913:37 | 12/18/1813:39  Pool jamold-

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

Fields requiring explanation:

e The “Dictator” field displays all dictators that are serviced by the Transcription Team. Since

the Inbox displays dictations for all facilities together, the search dictator field also allows
the user to search for them.

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

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

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

jarneld-12182019-123801wav

“jarnold” — dictator’ username

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

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

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

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

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

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

results will return more quickly if “Search Past Year” is selected.

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

All available columns viewable in the My Documents Inbox and their descriptions can be found starting
on page 36.

Columns unique to the My Documents Inbox are:

Actions: This column contains three icons:

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

All Facilities

= 34588166 Miller, Gera

filter...

= 34504489

Arnold

Arnold

Fairchild, April

B workflow Manager

[~ My Documents

'% All Documents
Notes

34393068

34290097

34215312

pending 32282796 Arnold, Jimmy ULTRASOUND B E

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 Patient MRN  Patient First  Patient First Edit Date Iteration Restorg
Arnold, Jimmy 1238366 Jessica Lewis 12/12/1% 1450 76538739
Evans, Janice 1238366 Jessica Lewis 12/06/19 15:04 = 76509146

Simpson, Paula 1238366 Jessica Lewis 11/21/19 02:03 = 76435808

Simpson, Paula 1238366 Jessica Lewis 05/24/12 09:538 75540886

of
o
Evans, Janice 1238366 Jessica Lewis 09/05/19 15:33 76051103 JQ
4
of

Wallace, Connie = 1238366 Jessica Lewis 05/23/19 17:30 | 75537037

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).
Column Management
See page 36 for a full description of column management features.
File Display

This section displays the dictations. All visible dictations in this folder are of the Pending status. For
a detailed description of available file statuses and their meaning, see page 46.

File Action Menu

All available “File Action Menu” options viewable in the My Documents Inbox and their descriptions
can be found starting on page 46.
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Rejected

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

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

psimpson | 5.8.326 | report bug
Transcriber Rejected Foldco Folders Settings Reports Logout
A

-2 8 Y]A search Iyr 2yr All

Paula Simpson

it @ Route [@ CaseInfo [ Delete ) (5

All Facilities Dictated Date  Uploaded Date ¥  Original Transcril, ounter DOV

= 34588265 06/21/1913:52 06/21/1913:56 Bales, Zoey 06/21/19 | 04/04/85 = Hampton Rad...

iflifzr= = | 34588264 | 06/21/1913:52 | 06/21/1913:56 Eales, Zoey 06/20/19 | 04/04/85 Hampton Rad...

Workflow Manager = 34588275 06/21/191351  06/21/1913:54 Wallace, Connie Hampton Rad...

y Documents — .

= | 34504521 | 05/23/1915:33 | 05/23/1915:36 Wallace, Connie 09/16/78 | Hampton Rad...

= 34324047 03/27/191445  03/27/19 14:45 Bales, Lg 03/27/19 Fidelity Insura...

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

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

" = | 34318704  03/26/1911:39 | 03/26/1911:39 Bales, Lowen 03/26/19 Fidelity Insura...

@& s Abraham

The Rejected folder consists of three important areas:

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

@ 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

All available Folder Management Functions viewable in the My Documents Rejected and their
descriptions can be found starting on page 19.

Columns
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All available columns viewable in the My Documents Rejected and their descriptions can be found
starting on page 36.

Columns unique to the My Documents Rejected are:

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

Column Management
See page 36 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 46.

File Action Menu

All available “File Action Menu” options viewable in the My Documents Rejected and their
descriptions can be found starting on page 46.
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QA

The QA folder contains dictations that have been just transcribed and uploaded by the Transcriptionist
for the Transcription Team to check for quality control measures before sending it to the dictator. The
edits done within the QA folder do not change line counts for the Transcriptionist that uploaded the
transcribed document.

Paula Simpson psimpson | 5.8.326 | report bug

QA Folder Folders Settings Reports Logout
pmit &3 Change Dictator ¢ Route g CaseInfo [ Open &, CCs [ Delete @) () 1yr 2yr All

‘ All Facilities DID E Dictator Dictated Date  Uploaded Date TAT

filter...

Workflow Manager
My Documents

= 34504483

Fairchild, April 05/23/18 1530  05/23/18 1535 05/23/19 19

Wallace Con
Wallace, Con...

34504481 Harris, Monig... | 05/23/19 15:30 | 05/23/19 15:35 Wallace, Con... 05/23/19 19

34504479 Malk, Jason 05/23/1915:30 | 05/23/1915:35 | Standard = Wallace, Con... 05/23/19 13

34504482 Johnson, Jim... 05/23/1915:30 | 05/23/18 15:35 Standard | Wallace, Con... 05/23/19 19

34504524 Harris, Monig... | 05/23/1915:34 | 05/23/1915:37 | Standard = Wallace, Con... 05/23/19 19

34504604 Harris, Moniq... | 05/23/1915:40 | 05/23/1915:44 | Standard | Wallace, Con... 05/23/19 19

o 34504629 Harris, Monig.. | 03/23/191544  05/23 Standard | Wallace, Con... 05/23/19 15
@ M. Abbott

= | 34512978 Bales, Lowen 05/28/19 14:33 | 05/28/ Standard | Simpson, Paula 05/28/19 14
m S. Abraham
m S. Ackerman E 34528400 Bales Lowen 06/03/18 08:47 _06/03/19 08:47 __Standard _Simpson_Paula 05/03/13 0F

The QA 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 QA folder.

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

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

Folder Management Functions
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Paula Simpson psimpson | 5.8.326 | report bug

QA Folder Folders Settings Reports Logout
=] & ¥ Q Search [ Submit g Change Dictator ¢ Route g CaseInfo [ lete @ (5

1yr 2yr All

= DID ﬁ Dictator Dictated Date  Uploaded Date TAT

‘ All Facilities
= 34504483 Fairchild, April 05/23/1915:30 | 05/23/1915: 05/23/19 19
= 34504491 Harris, Monig... | 05/23/19 15:30 | 05/23/19 15: 05/23/19 19
B workflow Manager = 34504479 Malk, Jascn 05/23/1915:30 | 05/23/1915:35 05/23/19 13
My Documents — i
= 34504482 Johnson, Jim... 05/23/1915:30 | 05/23/1915:35 Standard | Wallace, Con... 05/23/18 19
Inbox
Rej d = 24504524 Harris, Monig... | 05/23/1915:24  05/23/191537 | Standard = Wallace, Con... 05/23/19 13
= 34504604 Harris, Monig... | 05/23/19 1540 | 05/23/19 1544 | Standard | Wallace, Con... 05/23/19 13
h All Documents = 34504629 Harris, Monig... | 05/23/19 1544 | 05/23/19 1547 Standard | Wallace, Con... 05/23/19 15

All available Folder Management Functions viewable in the My Documents QA and their descriptions
can be found starting on page 19.

CCs Management:

Manage CC's for 34504479

Address Book Name  Address Book Fax Contact Name ContactFax Remove CC
ABADEER, PETER S DO (309) 861-3394 Joe Smith, MDD (123) 456-8520
lohn S Cullen, MD (907) 835-5162 James Smith (907) 835-5162

lohn S Cullen, MD (907) 835-5162 James Smith (907) 835-5162

Search Address Book
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@ Selecting a File and clicking the “CCs” function button will create a popup that allows editing
of CC recipients . For example, typing “Smith” displays a list of all users in the Address Book
for the user to select. The list has a scroll

Manage CC's for 34504479

Address Book Name  Address Book Fax Contact Mame ContactFax  Remowve CC
ABADEER, PETERS DO  (309) 661-3384 Joe Smith, MDr  (123) 456-8520
John § Cullen, MD (907) 835-5162 James Smith {907) 835-5162

John 5 Cullen, MD (207) 833-3162 James Smith (907) 833-5162

smitH I

GG ESMN Freeman Internal Medicine - (201) 555-1212 I
GG Eeel Gerald Smith, MD @ Freeman Internal Medicine - (757) 551-2122

m Manfred E. Smith, MD @ Freeman Internal Medicine - (201) 555-

Smithers Associates - (888) 555-1212

Frank Smithers, MD @ Smithers Associates - 1-423-432-0221
ABADEER, PETER S DO - (309) 661-3394

Joe Smith, MD @ ABADEER, PETER S DO - (123) 456-8520

New CC recipients are added by entering the full or partial first or last name into the “Add
CC” field and clicking on the desired search result to select it. Selected items appear in table
at the top of the box.

Deleting CC recipients is done by clicking the trash can icon to the right of the recipient to be
deleted in the “Remove CC” column.

Clicking the Close button closes the Manage CC window.

Columns
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All available columns viewable in the My Documents QA and their descriptions can be found starting
on page 36.

Columns unique to the My Documents Inbox are:
Routed: This column displays the time and date when the dictation was routed to the user.
Column Management

See page 36 for a full description of column management features.

File Display

This section displays the transcriptions that are yet to be delivered to the Dictator. All visible
dictations in this folder are of the QA status. For a detailed description of available file statuses and
their meaning, see page 46.

File Action Menu

All available “File Action Menu” options viewable in the My Documents QA and their descriptions
can be found starting on page 46.

Paula Simpson psimpeon | 5.8.326 | report bug

QA Folder Folders Settings Reports Logout

- {‘a i =3 ? Q4 Search | Submit %Change Dictator ¢ Route BCaselnfo [ Open ECCS EjDeIete o o lyr 2yr All
All Facilities DID E Dictator Dictated Date
= 34504483 Fairchild, April 05/23/19 15:30 | 05/23/1915:35 2hr STAT | Wallace, Con... 05/23/19 19
‘ Ui ‘ x Flags |-3IJ | 05/23/19 1535 | Standard | Wallace, Con... | 05/23/19 13
B workflow Manager = | Nane Red Blue Green Yellow | |5:30  05/23/1915:35 Standard | Wallace, Con... 05/23/19 19
‘E My s = 5:30 | 05/23/19 15:35 Standard | Wallace, C 05/23/19 19
—— = Copy DIDs to Clipboard : / 915 andar Wallace, Con... / 91
1 H . 5:34 | 05/23/19 1537 Standard | Wallace, Con... 05/23/19 19
Rejected Copy Dictation Enear ! °
5:40 | 05/23/1915:44 Standard | Wallace, Con... 05/23/19 13
1 Interface Re-Export Enear ! ° .
h All Documents 34504629 Harris, Monig... | 05/23/19 1544 | (05/23/19 1547 Standard | Wallace, Con... 05/23/19 1%
@ ™. Abbott _
= | 34512978 Bales, Lowen 05/28/19 14:33 | 05/28/19 14:33 Standard | Simpson, Paula 05/28/19 14
@ s.Abraham
H 5. Ackerman = | 34528400 Bales, Lowen 06/03/19 0847 = 06/03/19 0847 Standard | Simpson, Paula 06/03/19 08

@ 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.
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Draft

The Draft folder holds transcriptions that the Dictator types themselves, either manually or by using
any front end voice processing software such as Dragon Dictate. These transcriptions are then
available to the Transcription Team for review / QA before delivery to the Dictator’ inbox.

Note: for more detailed instructions on the use of front-end speech recognition with WebChartMD,
see page 94.

Paula Simpson psimpson | 5.8.326 | report bug

Draft Folder Folders Settings Reports Logout
lyr 2yr All

All Facilities

= | 35109207 Bales, Lowen 12/10/19 11:32 Mike Salyers

35033887  Bales, Lowen 1/15/19 03:52 ACISCOLUO: | RJ Cooper
¥ Workflow Manager = 135033553 Bales, Lowen 11/15/1908:02 | A AEUICIMCGH christopher | williamson
) My Documents — .
= | 35033551 Bales, Lowen 11/15/1908:02 | A 513533 Unknown Patient
= 35033549 Bales, Lowen 11/15/1908:01 | A
= | 35033548 Bales, Lowen 11/15/1908:00 | A 123456 Mike Salyers 02/12/56
= 33028736 Bales, Lowen 11/14/19 0816 A
= | 35028732 Bales, Lowen 11/14/19 0812 | A
W@ ™. Abbott
W8 s Abraham = 35017854 Arnold, Jimmy 11/11/191548 | [CMC XRAY 0100014 Pollie Svennevik | 03/07/11
m S. Ackerman — L ocCo-con i IEP LR LT PR VTS PECTT = IE] L Doy

The Draft 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 Draft folder.

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

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

Folder Management Functions

All available Folder Management Functions viewable in the My Documents Draft and their descriptions
can be found starting on page 19.

Functions unique to the My Documents Inbox (for the Dictators only) are:

New Document: This feature allows the Dictator to create a new transcription. More details on this are
available on page 94.
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WebChartMD

All available columns viewable in the My Documents Draft and their descriptions can be found

starting on page 36.

Column Management

See page 36 for a full description of column management features.

File Display

The Draft folder displays transcriptions that can be reviewed by the Transcription Team before
delivering to the Dictator’ Inbox. For a detailed description of available file statuses and their

meaning, see page 46.

Creating a new Draft document is different than how dictations are created by Dictators. To create a
new draft the user will select a document from their local computer, then drag the document to the
main “Draft” window. The user will then drop the file and the document will automatically upload.

Paula Simpson
Draft Folder

= & & ¥ QSearch [GSubmit @ Route [ Case Info [ | Open & CCs [ Delete @ (3

psimpson | 5.8.326 | repo
Settings

Folders Reports Log

Tyr 2yr

Al Facilities = DD Dictator i Uploaded Date  Report Type
= 35017854 Arnold, Jimmy 11/11/191548 | ICMC XRAY 0100014 Poliie Svennevik Def
= 35017820 | Amold, Jimmy 11/11/1915:44 | ICMC XRAY 123556711 Unknown | Patient
B workflow Manager = 35017472 | Amold, Jimmy 11/11/19 14:30 | CT SCAN 123312 Unknown | Patient
. My Documents w : ’
= 35016944 | Amold, Jlimmy 11/11/191245 | CTW CONTR.. | 23456 Bill Cwens
Inbox
Rejected = 35016892 | Armold, Jimmy 11/11/1912:33 | SCH TEST 000000 john test Det
QA = | 35011142 | Amold, Jimmy 11/08/19 1040 | CT SCAN 202383 loseph | Dillard
_ = 35011112 | Amold, Jimmy 11/08/191033 | CTSCAN [ | [ = | other
z All Documents = 35011075 Amold, Jimmy 11/08/18 1025 | XRAY Home  Share  View
J. Armold
W T Bales = 35011057  Armold, limmy 11/08/1910:19 | LETTER 4 v » ThisPC » Desktop » other
W@ L Direnfeld = 35011037 | Amold, Jimmy 11/08/1910:17 | CT SCAN | finished emails 12022019
J. Drood
2 A Fairchild = 35011035 Amnold, Jimmy 11/081910:16 | CTScAy R HIPAA
X op med
@ ™. Harris = 35011023 | Arnold, Jimmy 11/08/19 10:13 | XRAY &L medrec
m 1. Johnson OnBoardingTemplate
W L Malk = 35011001 | Arnold, Jimmy 11/08/19 1008 | MRI 3 Phone Cards
W& D McLaughlin = 35010903 | Arnold, Jimmy 11/08/1909:55 | CTSCAR  |gg p)
1. Meht.
2 G Me“ ! = 34408828  Amold, Jimmy 04/24/19 1043 | CT SCAMN (G2 RiteshAndTraci
. Miller
& D Mizel = ‘ 34408683 | Arnold, Jimmy ‘ | 04/24/19 10:13 | crsci @ Screenshots

Once the document is dropped into the File Display area, a “Case info” box appears. 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.
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Dictator: Once the Facility name has been selected in the above dropdown, this Dictator dropdown
displays a list of Dictators at the Facility, allowing the user to select a Dictator for this note.

Case Info for blank.doc

Facility | Hampton Radiology Dictator * | Arnold, Jimmy
Search Patient | smith Date of Visit
First Name | Oliver Last Name | Smith
Date of Birth | 04/03/2019 02| 19191

Report Type| [Hampton Radiolo] LETTER Note
Billing Codes Location

Status Draft

Upload Cancel

Default

Search Patient: Users can search existing patient records by using the “Search Patient” field. To Search
for a patient, begin entering the patient’s name and the portal will automatically search for matching
patient names. Once a list if found the user will be presented with a dropdown to select from.

Once the patient is selected any available demographic information for that patient will
populate the “Case Info” window.
Note: If a patient record does not already exist in WebChartMD’ system, the user can manually add
demographic information to the “Case Info” screen.

Date of Visit: The user will enter the date of visit for the specific document they are uploading

First Name: The first name of the patient will be entered in this field, if the patient was selected from
the “Search Patient” field this demographic will populate automatically, if the user was unable to find or
needs to add a new patient this field will be filled out manually.

Last Name: The last name of the patient will be entered in this field, if the patient was selected from the
“Search Patient” field this demographic will populate automatically, if the user was unable to find or
needs to add a new patient this field will be filled out manually.

Date of Birth: The date of birth of the patient will be entered in this field, if the patient was selected

from the “Search Patient” field this demographic will populate automatically (if available), if the user
was unable to find or needs to add a new patient this field will be filled out manually.

Page 71 0f 272 « WebChartMD - User Manual: Transcription Company Administrator Version



WebChartMD

ID #: The ID# of the patient will be entered in this field, if the patient was selected from the “Search
Patient” field this demographic will populate automatically (if available), if the user was unable to find or
needs to add a new patient this field will be filled out manually or left blank (if left blank the system will

assign a unique ID#). RO T

Date of Birth| 04/03/2019 ID# ¢
. . ReportType| [Hampton Radiolo] LETTER ¥ Note
Report Type: The user will select which template the new Biling Codes e e
. . atus| [Hampton Ra - J. Arnold] Uniform Credentialing Form
document will be uploaded under. The user will be presented ™™ [Hampton Radiolo CT scaN
. . [Hampton Radiole] CT W CONTRAST
with a dropdown of the available template types: e Tl

Hampton Radiolo] imedat

[Hampton Radiolo] LETTER

[Hampton Radiolo] MRI
[Hampton Radiole] SCH TEST
[Hampton Radiolo] Test Template
L ]

[ ]

Note: (optional) The user has the option of adding a note to
the document they are uploading

Hampton Radiolo] ULTRASOUND
Hampton Radiole] XRAY

Billing Codes: (optional) The user has the option of adding any billing codes needed to the document
they are uploading

Location: Multi-location facilities have the option of selecting different facilities, by using the “Location”
dropdown field. The user will click the dropdown field and available locations will be presented for the
user to select.

Status: The status field set the location of the document after it is uploaded. Users have three options
to Select from: bt B V. UV T AV b )
e Draft: This sends the uploaded document to the draft folder reporTvee|_ [Hampton Radiolo] LETTER ¥

Billing Codes

where it can be reviewed and submitted to the provider’s T —y v
inbox

e Inbox: This option sends the document straight to the | Final |
provider’s inbox bypassing any editing from the (I == esvreves Dumvm—. B |
transcription side.

e Final: This option sends the document straight to the provider’s final folder, bypassing the
transcription side and the inbox.

Clicking on the “Upload” button saves the uploaded document along with the demographics provided in
the Case Info window. Clicking on the “Cancel” button closes the Case Info window and the uploaded
document is discarded by the Portal.

Once Uploaded the document will be displayed in the appropriate folder.
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Draft Folder

All Facilities

filter...

B workflow Manager
.~ My Documents
Inbox
Rejected
QA

& Al Documents
& . Amold

@ T Bales
e oo

Lowen Bales
Draft Folder

E My Documents

Review

Pending

Inbox

dictation.
a.
b.

35219474

Dictator

Amold, limmy

F Uploaded Date

01/17/20 10:23

Report Type
LETTER

- &l 8 T @ Search | Submit @ Route [ Case Info [ | Open BB CCs [ Delete @ (7

19191

Oliver

Smith

WebChartMD

psimpson | 5.8.326 | report bug
Folders Settings Reports Logout

04/02/19

Tyr 2yr All

DoV

01/17/20

Note Locatiol

35017854
35017820
35017472
33016944
35016802
35011142
35011112

33011073

=i N & T @ search [gCaselnfo [ | O

35109207

35033887

35033553

35033551

35033549

35033348

= 35028736

Amold, limmy
Amold, Jimmy
Ameld, Jimmy
Ameld, Jimmy
Amold, Jimmy
Amald, limmy
Amald, Jimmy

Ameld, Jimmy

Dictator
Bales, Lowen
Bales, Lowen
Bales, Lowen
Bales, Lowen
Bales, Lowen
Bales, Lowen

Bales, Lowen

11/11/19 15:48
11/11/19 1544
11/11/19 1430
11/11/19 1245
11/11/19 12:33
11/08/19 10:40
11/08/19 10:23

11/08/19 10:25

Creating Documents Without Audio Files

fen || New Document [

e R—,
12/10/19 1132
11/15/19 09:52
11/15/19 08:02
11/15/19 08:02
11/15/19 08:01
11/15/19 0800

11/14/19 08:16

will present in the search box.

ICMC XRAY
ICMC XRAY

CTSCAN

CT W CONTR...

SCH TEST
CT SCAN
CTSCAN

HRAY

Report Type

R N

0100014
123556711
123312
23436
000000
202383
AKUZFNFSQ*

192872

123456
ACISCDLUOA
MELICIMCG™

513533

123436

Add patient information if desired (not required).
Search for the patient using the “Search Patient” field. Previously transcribed patients

Pollie
Unknown
Unknown
Bill

john
Joseph
Ralph

John

Svennevik
Patient
Patient
Owens
test
Dillard
Smith

Daily

03/07/11

09/21/60

12/29/10

12/10/50

11/11/19
1111719
11/11/19
11711419
11/11/19
11/08/19
11/08/19

11/08/19

To create a document directly from the template, the Dictator follows these steps:

Dictators can create documents directly from templates in WebChartMD without the need for an
accompanying audio file. Instructions are included in the Facility user manuals but included here as
a resource for the Transcription Team.

1. Click the “New Document” button on the Folder Management toolbar in the “Draft” folder.

lowenbales2 | 5.8.326 | report bug

Folders Settings Reports Logout

Mike Salyers. 02/12/56 | 12/10/19
Rl Cooper 11415/19
christopher | williamson 11/15/19
Unknown Patient 11415/19

11/15/19
Mike Salyers. 02/12756 | 11715119

1114019

1yr 2yr All

Default

Default

Default

Default

Default

Default

Default

2. Click the “Case Info” window to enter demographics and make other selections relevant to the

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

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

3. Click the “Open New Document” button at the bottom of the Case Info box.

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 Note

Billing Codes Location | Dafault

Status|  praft

‘ Open New Document )

4. The selected template opens, and the case information populates into the template (below).

Lowen Bales lowenbales? | 5.8.326 | report bug

Draft Folder Folders Settings rts Logout
=" Y= & ¥ @ Search [gCase Info [ | Open [ | New Document j Delete @ Tyr 2yr Al

= DD Dictator [ Uploaded Date  Report Type
filter...
B My Documents

_ File Home Insert Design Layout References Mailings Review View Help S Tellme

= Calibri 1 e AN Aa- A =L == ALY |
R =13 ﬁ.j k4 ; 2l AaBbCeD AzBbceDc AaBbC | |

= o Pt | BT U-ax X A-2-A- == | & Thomal | TNoSpac.. Heading1 || | |
Pending -

= 3| Clipboard 1 Font ® Paragraph & Styles "
Inbox

= | 3
Rejected = 4
Final =

)
b Fidelity Insurance
@ M. Bales

Patient Name: [Smith, RalpH
X-Ray Number: [57458
DOB: |

| pos: [1/17/202d
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5. Once the document is opened, the Dictator manually types content into the template.

6. Once completed, the Dictator saves and closes the document (below). The document will
follow the routing rules selected in the “Status” dropdown as mentioned in 2.d above.

File Home Insert Design Layout References Mailings Review View Help S Tellme 1% Share I COwggoents
o "y === | == SFind ~
- = 5= |A
0 . Calibri Body) = |11~ A” A" | Aa- | Bp | i= = ZE 2l M asebcene asebcen: AaBbC o ]
M - Replace
Paste 2 = = |*= - Dictate
st o (BT U-ab x X 2. A. BlI=E== 1=-|o-0- TNomal | 1TNe Spac.. Heading 1 =] | (g -
Clipboard T Font = Paragraph = Styles [ Editing Voice A

Patient Name: [Smith, Ralph
X-Ray Number: [5745§
pos: |

Dos: [1/17/2029

Microsoft Word x
Referring thsi:ian:I
[\ Wantto save your changes to 35220710-transcription-76695365.doc?

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

Indication: Patient has e
=
Technique: Frontal and | 0

soft tissues of the neck radiographs for comparieo However, there was an ultrasound of the neck

performed on the same day.

Exam Type: Two views of th

Comparison:  No prior studies are available for comparison.

Findings- Frontal and lataral views of tha enff tissues nf tha nack wera avaluated and raveal thare

File Action Menu

All available “File Action Menu” options viewable in the My Documents Draft and their descriptions
can be found starting on page 46.
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The “All Documents” folder gives the user a view of the dictations and transcriptions from the
perspective of a user at the Facility. The “All Documents” folder contains five subfolders: Notes,

Pending, Inbox, Rejected, and Final.

Paula Simpson

Notes Folder

psimpson | 5.8326 | i

Folders Settings

Reports Logou

=] = & T ©Q 5earch [gCaseInfo [ |Open ffj Delete @ (3

All Facilities

filter...

B} Workflow Manager

Notes
Pending
Inbox

Rejected

Final

M. Abbott
@ s Abraham
@ s Ackerman
@ N Adair
@ A Ahmed
@ N Ahmedii

@ c Aiken

& A Albers

Fidelity Insurance

Hampton Radiol...
Fidelity Insurance
Hampton Radiol...
Hampton Radiol...
Hampton Radiol...
Hampton Radiol...
Hampton Radiol...
Hampton Radiol...
Hampton Radiol...
Hampton Radiol...
Hampton Radiol...
Hampton Radiol...

Hampton Radiol...

Dictator
EBales, Lowen
Bales, Traci
Bales, Lowen
Arnold, Jimmy
Arnacld, Jimmy
Arnold, Jimmy
Arnold, Jimmy
Arnold, Jimmy
Arnold, Jimmy
Fairchild, April
Bales, Traci
Arnold, Jimmy
Malk, Jason

EBales, Traci

Info Document
Info Document
Patient List
Patient List
Patient List
Patient List

am patients
Patient List
Patient List
Mew Letterhead

Patient List

Hand-written N...

Effective Date Comments

12/27/19
12113719
03/26/19
10/24/19
09/05/19
09/05/19
07/10/12
05/28/19
05/14/19
04111719
04111719
04/08/19
04/11/19

04,/08/19

Updated Note 1...

Test Document

AM patients

AM Patients

AM patients only!
we added Dr. Z t...
AM patients only!

for Menday's aw...

letter to office st...

Tyr 2yr Al
Uploaded Date
12/27/19 1343
12/13/19 15:06
10/31/19 08:30
10/24/19 14:31
09/05/19 15:38
09/05/19 15:37
07/10/19 15:36
05/28/19 19:04
05/14/19 11:40
04/11/19 10:10
04/11/19 10:09
04/08/19 17:04
04/08/19 17:00

04/08/19 16:39

Notes: This contains notes such as patient list or other information for the Transcription Team.

Pending: This contains the dictations waiting to be transcribed.

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

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

Final: This contains transcriptions that have been esigned by the Dictator, as well as transcriptions that
have been finalized without being esigned.
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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.

psimpson | 5.8.326 | report bu

Folders Settings Reports Logo

&l 8 7 Q Search [gCaseInfo [ | Open §§ Delete @ (5 yr 2yr A
All Facilities Facility Dictator Note Type Effective Date Comments Uploaded Date
. I Fidelity Insurance  Bales, Lowen f ume 1227119 Updated Note 1 1227191343
filter.. Hampton Radiol..  Bales, Traci 12/13/19 TestDocument  12/13/191506
B Workflow Manager Fidelity Insurance  Bales, Lowen Patient List 03726119
= My Documenls Hampton Radio Arnold, Jimmy Patient List 1072418 AM patients
. All Documents
Hampton Radio! Armold, Jimmy Patient Lt 090519
Pending Hampton Radho! Amald, Jimmy Patient List g
Inbox Hampton Radsof Amold, Jimmy am patients . — 07/10/19 15:36
Rejected Hampton RadioL.. | Amold, Jimmy 05/28/19 1904
Final e = :
B M. Abbott - —— -
W s Abraham wm‘ Fairchild, A v | Newfolder
W S Ackerman 5 = e
ampton Radiol Bales, Traci n \
h N. Adair Home Share View
@ A Ahmed Hampton Radiol... | Amold, Jimmy! ¢ « 4 | » ThsPC > De » New folder
N. Ahmedli Hamoton Radio Malk lazon
o 2 RN SV A Name Date modified
& C Aiken = = s *Q
8 A Albers Fampieakadors ]Nu.ha ] = ¥ blank.doc
W K Alfaro Hampton Rado Bales Trac

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 Dictators at the Facility, allowing the user to select a Dictator 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.
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Effective Date: The time and date of uploading the Note.

Case Info for blank.doc

Facility | Hampton Radiology v Dictator “| Arnold, Jimmy

Note Type | Info Document Effective D... | 12/30/2019
Comments| Uploaded Note 12/30/201¢

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

¥ @ Search [ig Case Info [ | Open [ Delete @ Tyr 2yr Al
ities
sampion Radiol.. | Amald, Jimemy Infio Document | 123019 Uplcaded Note ... | 1230/18 1215
Fidelity Insurance | Bales, Lowe T i TTEIES hole | 12/27/19 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
- Hampton Radiol. Amald, Jimmy Patient List 10,2419 AM patients 10724719 14:31
Harnpton Radio Amald, Jimey Patient List 0%/0519 0940519 15:38
Hampton Radio Amald, Jimmy Patient List 090519 090519 15:37
Hamnénn Eadin Srmnld limmes A mafimnfe 71019 AT10019 15-36

Folder Management Functions
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All available Folder Management Functions viewable in the All Documents Inbox and their
descriptions can be found starting on page 19.

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.

Column Management

Unlike other Folders, column management features are limited to column arranging, and column
ascending/descending capabilities. See page 36 for a full description of column management
features.

This section displays the notes.

File Action Menu

All available “File Action Menu” options viewable in the All Documents Inbox and their descriptions
can be found starting on page 46.

Page 79 of 272 « WebChartMD - User Manual: Transcription Company Administrator Version



WebChartMD
Pending

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

psimpson | 5.8.326 | report bug
Settings Reports Logout

Paula Simpson

Pending Folder Folders

& B 8 ¥ Qsearch & Change TAT &} Change Dictator [ @) Case Info [ Delete @) (5 yr 2yr All
All Facilities Dictator A Uploaded Date  Dictated Date
= 34506033 Amold Jimmy 06/25/1910:55  06/25/1210:55 jarnold-06252... 0:00:04 2he STA

filter... 1 = 35068756  Amold Jimmy 11/26/191235 | 11/26/191233 jarnold-11262..  0:0004 2he STATS

B Workflow Manager | = 35068755 Amold JSimmy 11/26/191235  11/26/191233 jarnold-11262.. 0:0004 2he STAT

& My Documents Py T o = e T -

wm——“ = 35068752 Amold, Jimmy 11/26/1912:34 | 11/26/19 1232 jarnold-11262...  0:0003 2he STAR

= 35088751  Armold Simmy 11/26/191234 | 11/26/191232 jarnold-11262.. 0:0003 2he STA

%, = 35068749 Amold limmy 11/26/191234 | 11/26/191232  jamold-11262.. 0:0003 2he STAY

I | = 35068748 Armold Simmy 11/26/191234 | 11/26/191232  jorold-11262..  0:00:08 2hr STAT

Rejected = 35068747 Amold Jimmy 11726/191234 | 11/26/191232  jarnold-11262.. | 0:0003 2he STAT

Final ¥

= 35068242  Amold Jimmy 11/26/1910:42 | 11/26/191040 jamold-11262.. 000:14 2he STAT

& M. Abbott i

i

@ s Abraham = 35034764 Amold Jimmy = 11/15/19 12:4 11/15/19 1240 jornold-11152... | 0:00:18 2hr STAR

W s Ackerman = 35034757 Amold Jimmy 11/15/191238 | 11/15/191238  jarnold-11152..  0:00:09 2he STAT,

&~ Adair g

B A Ahmed = 35025098 Amold Jimmy 11/13/191325 | 11/13/191325 jamold-11132.. 0:0008 2he STATE

W N Ahmedii = 35003347 | Amold, limmy O7/10/191349 | 07/10/191349  jornold-07102.. | 000:12 The STAR

& c Aiken
W A Albers = 34085120  Amold Jimmy = 06/21/19 13:56
I Simple View = 34877483 Arnold Jimmy  06/21/19 13:56

Folder Management Functions
All available Folder Management Functions viewable in the All Documents Inbox and their
descriptions can be found starting on page 19.

Columns

All available columns viewable in the All Documents Pending and their descriptions can be found
starting on page 36.

Column Management
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See page 36 for a full description of column management features.
File Display

This section displays the dictations. All visible dictations in this folder are of the Pending status. For
a detailed description of available file statuses and their meaning, see page 46.

File Action Menu

All available “File Action Menu” options viewable in the All Documents Pending and their
descriptions can be found starting on page 46.
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The “Inbox” folder contains the transcriptions completed by the Transcription Team. Documents can be
opened, edited, faxed and printed. The transcriptions can be Finalized or eSigned (by the dictating
provider) and moved to the “Final” folder for archive.

Paula Simpson

Inbox Folder

2l 8 ¥ QsSearch [ Open &Print [JFinalize O Reject §§ Change Dictator & Fax [@ Case Info [ Delete §) (&

All Facilities

I Fidelity Insura Bales, Lowe 91204  Unknown
L filter... Advanced Ort er, Gerald 1914 Shae
B Workflow Manager [&] Hampton Rad Amoid, Jimm R23/191 Jessica
B My Documents P %7 = = e L enren
W oA e Advanced Ort Shah, Ash 04/ 515 SYSTEM
. All Documents
Notes (&) Advanced On 8191 SYSTEM
Pending (4] Hampton Rad.. Amold fimmy = 03/15/191801 Ryan
(4] Hampten Rad Fairchild, Apr 25/1910:11  Marcia
Jected Maplewood S.. Reed, Samual 5/11/18 09: Albert
Final TE.
= 33737752 Cavis, Sanders Harding, David §0978 Albe
G M Abbott g
W s Abraham = 33490492 . Maplewood S Reed, Samual 03/01/18 1432 Lone
— B

Folder Management Functions
All available Folder Management Functions viewable in the All Documents Inbox and their
descriptions can be found starting on page 19.
Functions unique to the All Documents Inbox are:

Fax

Transcriptions can be faxed directly from the Portal, via either an automatic setting or manually. For
instructions on automatic faxing, please see page 92.

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
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@ Search on Fax Recipient

Send Fax

Search to locate fax recipient(s)

| name or fax number | Search
include cover sheet
Add new fax recipient(s)
| Name H Fax |

save to address book

Close

WebChartMD

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

already in the address book:

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

Send Fax

Send Fax

Search to locate fax recipient(s)

e

Contact Name

| smith

Select fax recipient(s)
Office Name
Freeman Intemnal Medicine Gerald Smith, MD
Freeman Internal Medicine Manfred E. Smith, MD
Smithers Associates

Smithers Associates Frank Smithers, MD

Location Fax
(757) 551-2122
(201) 555-1212
(288) 355-1212

1-423-432-9221

Search to locate fax recipient(s)

Select fax recipient(s)

Office Name Contact Name
Freeman Internal Medicine
Freeman Internal Medicine  Manfred E. Smith, MD
Dr. Albert Jones

Dr. Albert Jones Dr. Albert Johnson

Location Fax
(201) 555-1212
(201) 555-1212
(201) 555-1212

(201) 555-1212

include cover sheet
Add new fax recipient(s)
Name H Fax
[) save to address bock

Close

include cover sheet
Add new fax recipient(s)
Name Fax
save to address book

Close

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

Add
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Send Fax
Search to locate fax recipient(s)
& ea
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 ie b2y =)

[ John Kramer [ 124-509-9227 |

Y=t

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 recipient(s)

‘nameorfaxnumber ‘ Search

Select fax recipient(s)

Office Name Contact Name Location Fax

John Kramer (124) 509-9227

include cover sheet

Add new fax recipient(s)

| John Kramer || 124-509-9227 |

save to address book

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

Send Fax

Search to locate fax recipient(s)

o [

Select fax recipient(s)
Office Name Contact Name Location Fax
John Kramer (124) 509-9227
Freeman Internal Medicine = Manfred E. Smith, MD (201) 555-1212
Dr. Albert Jones Dr. Albert Johnson (201) 555-1212

include cover sheet

Add new fax recipient(s)

John Kramer |[ 124-509-9227 |

save to address book

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

4. Checking the “include cover sheet” checkbox will add the cover sheet to the fax as a first page.
More information about the cover sheet can be found on page 120.

5. 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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Columns

All available columns viewable in the All Documents Inbox and their descriptions can be found
starting on page 36.

Columns unique to the All Documents Inbox are:

Interfaced: This column displays if a transcription has been interfaced or not. See page 36 for a full
description of interface setups.

Column Management

See page 46 for a full description of column management features.

File Display

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 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.

Paula Simpson

Transcriber Inbox Folder
< & B 8 ¥ Qsearch § Change Dictator ¢ Route [jj Delete @) (5
All Facilities Dictator [E Dictated Date ¥ Length
= 35137852  Arnold, Jimmy General Pool 12/18/1913:38  0:00:03
filter... X Flags 12/18/19 1337 | 0:00:03
B workflow Manager = Mone  Red Blue Green Yellow 12/18/1913:37  0:00:04

E My s 12/18/1913:37 | 0:00:03

— 12/18/1913:37  0:00:03
Rejected Copy Dictation @ i

QA = [ 35137840 | Arnold, Jimmy General Pool 12/18/1913:37 | 0:00:03
@ All Documents = | 35137843  Arnald, Jimmy General Pool 12/18/1913:37  0:00:04
@ m™. Abbott _ _
h S. Abraham = | 351537844 | Arnold, Jimmy General Pool 12/18/1913:36 | 0:00:03
lﬁ S. Ackerman = 35137831  Arnold, Jimmy General Pool 12/18/1913:36  0:00:03
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Flags: A detailed description of “Flags” is found on page 46, in the Workflow Manager
section.

©

Copy DIDs to Clipboard: A detailed description of “Copy DIDs to Clipboard” is found on page
47, in the Workflow Manager section.

®

@ Copy Dictation: A detailed description of “Copy Dictation” is found on page 47, in the
Workflow Manager section.
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Rejected
The Rejected folder contains the transcriptions that the dictator has rejected and returned to the

Transcription Team for further corrections or edits. The Rejected folder is sometimes also used by
the Transcription Team as a holding area for documents needing special assistance of some kind.

Paula Simpson psimpson | 5.8.326 | report bug
Rejected Folder

Folders Settings Reports Logout

R e TGl (2

All Eacilities Fadility Dictator Dictated Date  Uploaded Date ¥ Finished First Last
34588265 Hampten Rad...  Armaold, Jimmy 06/21/1913:52 | 06/21/19 13:56 09/27/19 11:47 | Maddy Lundgrens
filter... = | 34588264 Hampton Rad.. | Amold, limmy 06/21/19 13:52 | 06/21/19 13:56 09/27/19 11:45 | Maddy Lundgrens
B workflow Manager = | 34588275  Hampton Rad.. | Arnold, Jimmy | 08/21/1913:51 | 06/21/1913:54 09/05/19 1543 | Joan Miller
h My Documents —
= | 34504521 | Hampton Rad.. | Woodard, Ja... 05/23/1915:33 | 05/23/19 15:36 05/29/19 10:15 | Floyd Abernathy)
'E All Documents
Notes = 34324047  Fidelity Insura... = Bales, Lowen 03/2719 0446 03/27/19 1445 03/27/19 14:45 | chrissy williams
Pending = | 34323232 | Fidelity Insura... | Bales, Lowen 03/27 03/27/1912:39 03/27/1912:39 | john lee william
Inbox = 34318705 Fidelity Insura.. = Bales, Lowen 03/26/1911:3% | 03/26/1911:39 03/26/1911:3% | R) Cooper
= 34318704 | Fidelity Insura... | Bales, Lowen 03/26/19 11:39 | 03/26/19 11:39 03/26/19 11:39 | Bill Matthews
Final
= | 34318702 | Fidelity Insura... | Bales, Lowen 03/26/19 11:3% = 03/26/19 11:39 03/26/1911:39  RJ Coaper
@ ™. Abbott
H S. Abraham = 34318701  Fidelity Insura... | Bales, Lowen 03/26/19 11:39 | 03/26/19 11:39 03/26/19 11:39 | R Cooper
g . Ac:e'ma" = 34318700  Fidelity Insura... Bales, Lowen  03/26/1911:39  03/26/191139  03/26/191139 R Cooper
M. Adair
w A. Ahmed = 34318694 Fidelity Insura.. = Bales, Lowen 03/26/19 11:38 | 03/26/19 11:38 03/26/1911:38 | RJ Cooper
2 N. Ahmed|i = 34318673 Fidelity Insura...  Bales, Lowen 03/26/1911:32 | 03/26/1911:32 03/26/19 11:32
C. Aiken
W@ A Albers = 33737754 Caris, Sanders.. | Harding, David | 09/11/1809:23 | 09/24/18122¢ [REAIBITTSTTA 1
simple View = 33710324 Fi::IeIit'Ir Insura...  Bales Marma..  07/13/18 15:28 | 09/14/18 13:44 09/14/18 15:03 | cecil dean

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 files.
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Folder Management Functions
All available Folder Management Functions viewable in the All Documents Rejected and their
descriptions can be found starting on page 19.

Columns

All available columns viewable in the All Documents Rejected and their descriptions can be found
starting on page 36.

Column Management
See page 36 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 46.

File Action Menu

All available “File Action Menu” options viewable in the All Documents Rejected and their
descriptions can be found starting on page 46.
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Final
The “Final” folder works as an archive to store finalized and/or eSigned transcriptions. Documents are

still accessible from within the Final folder, and many of the same actions are available in the Final folder
that are available in the Inbox, depending on the access rights of the user.

Folder Management Functions

All available Folder Management Functions viewable in the All Documents Rejected and their
descriptions can be found starting on page 19.

Columns
All available columns viewable in the All Documents Final and their descriptions can be found
starting on page 36.
Column Management
See page 36 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 46.

File Action Menu

All available “File Action Menu” options viewable in the All Documents Final and their descriptions
can be found starting on page 46.
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Dictator Folders

Paula Simpson
Workflow Manager Folder
= &l # ¥ @ Route §Change Dictator [ Submit g Case Info [ Open |

All Facilities Dictator Length TAT

filter...

Workflow Manager #159

34588085 | ' '
| B Workflow Manager

34588273 | [ My Documents

@ L Direnfeld
m J. Drood
& A Fairchild 34877460
@ ™. Harris _
& . Johnson = 14388279
@ . malk = | 34585260
Final
ikd T. Bales
@ L Direnfeld

Below the All Documents folder are the individual Dictator folders. Dictator names appear in the
folder pane in last-name alphabetical order.

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

are permission-based, but typically include Pending, Inbox, Rejected and Final. A full description of
the features and functions of each of these folders can be found in the user manuals for Facilities.
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Document Management

This section of the manual provides details related to managing transcriptions.

Automatic faxing (auto-fax)

Transcriptions can be faxed to recipients automatically based on different trigger criteria, or rules.
Rules can be set at the sender (Dictator) level, or at the recipient level.

Auto-fax from Sender (Dictator) Level

Auto-fax rules at the sender (Dictator) level are accessed via Settings >Account Settings > Dictators
screen. Options available are:

Auto Fax Trigger

Auto-faxing will occur if these criteria are met:
1. The Auto Fax box is checked.
2. An Auto Fax Trigger is selected (More details on Triggers can be found on page 160).
3. Transcriptionist adds CC recipients during the transcription workflow. Please note: CC

recipients must be added within the template’s bookmark and must have fax numbers listed
in the address book, in order for the auto-fax feature to function.

Fax All to Office

If this option is checked, the transcription will be auto-faxed to the Dictator’s office if these criteria
are met:

1. The Auto Fax box is checked.
2. An Auto Fax Trigger is selected (trigger options explained below).

3. The Dictator’s fax number is listed in the address book.
Fax All to User
The transcription will be auto-faxed to other Dictators at the same Facility using this feature. Other

Dictators at the Facility are added via the dropdown, and once added display as highlighted tags in
the section below the dropdown.

Page 92 0f 272 « WebChartMD - User Manual: Transcription Company Administrator Version



Hampton Radiology
Settings
S @ Export

Hampton Radiology first or last name

Arnold General Pool

Transcriber

Pool

Blackwell Paula Simpson

Fairchild 9054
QA Percent

General Pool

Malk

Folders Settings

psimpson | 5

Reports

Fax Settings

McLaughlin 9060

Mehts Cardio Posl 1028 CTEf L4

iz suto FaxTrigger
Bill Settings

Renault 19374 Fxalc @ | |
Templates Sanders Office

. FaxAllto @
Patient Import Charles Tille 10283 "

James Woodard

report bug
Lagout

WebChartMD

Auto-fax from Recipient Level

Auto-fax rules at the recipient (Address Book) level are accessed via Settings >My Settings > Address

Book screen. The only options available is for the Auto Fax Trigger.

Hampton Radiology
Settings.
<2 @ Export Address Book

Hampton Radiology name or number Search | Clear

PracticeName  Location Fax Phone Gity State AutoFax  Trigg

ABADEER, PETE... Medical Hills In... | (309) 661-3394  (309) 663-83; Bloomington Finalized

Change Password

ABDEL-MEGUL.. 8159379310 8159379300 Kankakee Finalized

Fax Log

Folders

Settings

BT T T

Address Book Details

psimpson | 5.8.340 | report bug
Reports

Logout

Practice Name ‘ Alice Smith ‘
Bob Jones ABC Street [777) 777-3687 (- )
. Location ‘ Kingspgn; TN ‘
Fax Cover Sheet Bush Family Pr. (423) 595-6254 422-971-6323 Bristol N (None Sel|
Fax =
— Cardiology Ass... Westminster C... | (512) 991-2284 Marrisan ™ | (555) 555-5555 |
Account Settings
“ 9 Corneliu Anton... (907) 459-3555 (307) 459-3520  Fairbanks AK ‘ Immediatl] PHONe ‘ ‘
CornerstoneIn... Bullock County | (888) 215-4471 Macon GA Immediatly| Address 1 ‘ ‘
Cornerstone In...  Salisbury (212) 555-1212 Macon Ms Address 2 ‘ ‘
Deer Valley Fa... | Phoenix [702) 555-1212 (602} 942-0648 | Phoenix Az Finalized || Address 3 ‘ |
Dept of Surgery [777) 555-1212 Address 4 ‘ |
Doen Pedistrics (555) 121-2121 City ‘ ‘
Dr. Alan Stone (245) 583-8484 () - Ext. eSigned || state ‘ ‘
Dr. Alan Wilson (786) 887-3331 (- Kingsport ™ 2 [senttolll ‘ ‘
Dr. Albert Jones 1201) 555-1212 Finalized [\ oo ]
Dr. Alice Keen [555) 555-5555  555-555-5555 | Johnson City | TN eSigned )
Autofax Trigger (None Selected) v
Dr. Andrew Phil... 0- 0-Ext eSigned (None Selected)
DR BHASIN (708) 799-2411 | (708)799-3044 | HAZELCREST 1L Immediately
DR BHOQPAL (708) 2884933 (702) 388-4911  PAOLS REIGHTS 1L Sent to Inbox
Dr. David Andr... 0- 0-Ext eSigned Finalized
eSigned
Dr. David Harris [575) B37-5467 () - Ext
Dr. David Smel... (346) 546-4768 () - Ext

Once the Auto Fax trigger has been set, Transcriptionist adds CC recipients during the transcription

workflow. See page 13 of the Transcription Software manual for more details.

Page 93 0f 272 « WebChartMD - User Manual: Transcription Company Administrator Version



Auto Print

WebChartMD

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
Draft Folder

B My Documents

Review

Pending

Inbox

35109207

35033887

35033553

35033551

35033549

35033548

35028736

=N N B ¥ Q Search [gCaseinfo [ Of

Dictator

Bales,
Bales,
Bales,
Eales,
Bales,
Eales,

Bales,

Lowen

Lowen

Lowen

Lowen

Lowen

Lowen

Lowen

en [ |New Document ffJpelete o "__v

[ —TI

12/10/19 11:32

11/15/19 09:52

11/15/19 08:02

11/15/19 08:02

11/15/19 08:01

11/15/19 08:00

11/14/19 08:16

lowenbales2 | 5.8.326 | report bug

Folders Settings Reports Logout

Report Type
A 123456 Mike Salyers 02/12/56
A ACISCDLUOA | R Cooper

A AELICIMCG™ | christopher | williamsan

A 513523 Unknown | Patient

A

A 123456 Mike Salyers 02/12/56
A

12710119

11/15/19

11/15/19

11415/19

11/15/19

11415/19

1114119

1yr 2yr All

Default

Default

Default

Default

Default

Default

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).
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.
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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
First Name
Date of Birth
Report Type *
Billing Codes

Date of Visit| 01/17/2020

Ralph Last Name | Smith
04/08/2019 ID#| 57458
[Fidelity | - L. Bales] X-Ray Note

Location | Dafault

Status

Draft

‘ Open New Document ) €L

3. The selected template opens, and Case Information populates into the template (below).

Lowen Bales

Draft Folder

lowenbales2 | 5.8.326 | report bug

E My Documents

Review

Pending
Inbox
Rejected

Final

b Fidelity Insurance
=]
w M. Bales

& ¥ 4 Search [g Case Info [ | Open [ | New Document ff Delete @

3]
3
3
3
3
3
3
3
3
3

Folders Settings Reports Logout
Tyr 2yr All

Dictator i Uploaded Date  Report Type

inscription-76695094.doc - Compatibility Mode - Saved Traci Bales (WebChartM|
File Home Insert Design Layout References Mailings Review View Help £ Tellme
ﬁ’][ Calibri S AR par A T aasbcenc| AzBbceDe AaBbC | ]
Paste G| BIU-®xx A 2-A- H - T Normal | T No Spac.. Heading1 |+
Clipboard 1 Font o Paragraph G Styles "

Patient Name: [Smith, RalpH
X-Ray Number: [57458
po.: |

DOS: [1/17/2024

4. 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.
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5. Once completed, the Dictator presses “Save” to save the completed document.

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

dropdown as mentioned in 2.d above.

10-transcriptiol Traci Bale:
File Home Insert Design Layout References Mailings Review View Help 52 Tellme
= - , ~ - -— 1 —_ A
[ | (Colioii@edy) -[11 - A" &7 ] Aa- o i=-i=-%- == 8L M aesbeede AsBbceD: AaBbC
Fesin BIU-a&x ¥ Z-A- Bl===1=-|& -~ TNormal | TNo Spac.. Heading 1 =
Clipboard Font 7] Paragraph I Styles [F]
Patient Name: [Smith, Ralph
X-Ray Number: [5745§
pos: |
DOS: |1/17/2021
[’f / q Microsoft Word X

Referring Physi:ian:I
Want to save your changes to 35220710-transcription-76695368.doc?
Exam Type: Two views of th !

It you dlick "Den’t Save", a recent copy of this file will be temporarily available.

Indication: Patient has w""‘h
on't Save e
Technique: Frontal and 0

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

File Status

1% Share

LFind ~
f.)b( Replace
[% select -

Editing

1 COmggoents

Dictate

Voice A

Every dictation and transcription passes through a variety of statuses as they progress through the

transcription workflow, including:

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

QA: This status means that the dictation has been transcribed by the Transcriptionist and has been

forwarded internally to the Transcription Team QA staff for quality checks.

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

Rejected: Dictations that the dictator has returned to the Transcription Team for further corrections.

Finalized: The dictations that have been sent to the Dictator’s final folder.

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

Page 96 of 272 « WebChartMD - User Manual: Transcription Company Administrator Version



WebChartMD

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 34 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 tc open a read-only copy or
Cancel to exit.

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

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

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

of Microsoft Word.

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

Dictator Dictated Date

Fadility

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

123456

102938

29811

1238366

SY¥S-BLANK

BBA-151

1029288

00258

nn2582

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

returns the user to the transcription.

=)

Microsoft Word

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

[ Save ] [Dog'tSa\re] ’ Cancel ]

R ———
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Routing

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

Paula Simpson psimpson | 5.8.326 | report bug

Workflow Manager Folder Folders Settings Reports Logout
= £ & ¥ @ Route &3 Change Dictator [ Submit @ Case Info [_| Open @}l Play [ aMd xport [ Delete @ (3 1yr 2yr All
DID Dictator Length TAT Routed T ool Report Type Last Modified Comme

x-- I I N - .

2:38:05

All Facilities

filter... ‘

Workflow Manager #159

W My Documents 34588085 | Arnold, Jimmy | 0:0124 | 1hrSTAT | Johnston, Bar... ULTRASOU

& Al Documents e —

w J. Arnold = 34388273 Renault, James 0:00:46 TAT  Wallace, Con... | ;’ Pw R

G TBales . = | 34588277 | Renault, James | 0:004 T Wallace, Con... [Cofnie Wallace opened ot 01/14/20 1242 }
w S. Demo Provider = —
w L. Direnfeld = 34588274 | Johnscn, Jim... 0:00:46 TAT  Wallace, Con...

f‘i J. Drood = 34877460 | Bales, Traci 0:00:46 | 1hr STAT | Pool Cardio Poal ULTRASOUND

@ A Fairchild

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

w J. Johnson =] 34588260 | Johnson, Jim... 0:01:05 | 1hrSTAT | Pool Cardio Poal

I ), Malk

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

©

Notes on Direct Routing:

1. The Transcription Team Admin can direct route dictations to a specific Transcriptionist’
gueue, either through an assignment made in the Settings View (see page 158), or by using
the “Route” button in the toolbar.

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

@ Pool Routing: WebChartMD has a robust pool management system that is described in detail in
the Workflow Rules section of the Settings view, see page 200. When dictations are routed via
pools, dictations display the word “Pool” in the “Routed To” column and the specific pool name
in the “Pool” column.
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Notes on Pool Routing:

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

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

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

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

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

Additional notes on Routing:

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

Using the Manual “Routing” Feature

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

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

1. Manually routed files over-ride any maximum time settings made for the transcriptionist or
editor. Routing assignments (page 99), Pool setups & associations (page 214) and
Workflow Rules (page 200) governing system routing provide more information.

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

health record systems. For more information on creating custom interfaces, contact WebChartMD
support. For a description of the “Interface Re-export” feature, see page 68.
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Settings View
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Settings View Overview

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

Paula Simpson psimpo.. ! 5.8.326 | report bug

Transcriber Inbox Folder Foldi rs Settings R :ports Logout
 ——

f§| Ej . = ? Q4 Search %Change Dictator @ Route ﬁDeIete o =) lyr 2yr All

DID Dictated Date ¥  Uploaded Date

Routed To 4 il File Name Dictator

All Facilities

35183614 | 01/07/20 11:27 01/07/20 11:29 jarnold-01072...

filter... 35183615

01/07/20 11:27 01/07/20 11:29 Hampton Rad... | jarnold-01072...

B workflow Manager
E My Documents

General Pool Arnold, Jimn

35183611

01/07/20 11:26 01/07/20 11:29 Hampton Rad... | jarnold-01072...

QE1RaE0d | 0T 0 11 ONTA0 1.0 Flonl PSR . S T . S el 0107 Balel Lo

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

Paula Simpson G

# Export [ Re-send Invite Email

first or last name

psimpson | 5.8.326 | report byl
Folders Settings Reports Logo

All Facilities
= Tite First Middle Last Credentials Email Username Location Roles
B My Settings [ New |
Yy 9 Zoey Bales traci@webchartmd.com | zbaleslr Transcriber
Account Settings Lowen Bales lewenbales@gmailcom | lowenbales3 Staff, Transcriber @5ulkImport
Quinn Bales traci@webchartmd.com | quinnbales2 Transcriber
Accounts
Jasmine Brown mark@webchartmd.c...  jasmineb Transcriber
Jorden Connelly mark@webchartmd.c... | jordancon Transcriber
Margarie Coombs @uwebchartmd.c... mcoombs Transcriber
o Gina L Davis webchartmd.c... gdavis Transcriber
Dolores Feeny webchartmd.c... | dfeeny Transcriber
Gy Paula Frankiin i @webchartmd.com | pirankiin0l Transcriber £mail -
qurkﬂow Settings Faith Hansen ritesh@webchartmd.c... fhansen Transcriber Title
Barbara Jahnsten traci@webcharimdcom  bichnsten Transcriber, Manager st rame -
Sally Jones mark@webchartmd.c... | sallyjones Transcriber
Middle name
Gloria LaForce traci@webchartmd.com  glaforce Transcriber
Last name *
Joanne Lee mark@webchartmd.c...  joannelee Transcriber
Gerry Miles traci@webchartmd.com  gmiles Transeriber Credentials
Connie Miller Nathan@®WebChartM... | conniemiller Transcriber shone / sMs
User Pool traci@webchartmd.com | SYS@POOL-USER@5L Transcriber Fax
Editor Review traci@webchartmd.com | QA_DMD Transcriber R

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

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

Folder Management Functions

The 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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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.

View for All Facilities

Paula Simpson
Se

ttings

g

g All Facilities S v

[@ )
®~ My Settings
ﬁ Account Settings

Accounts

Users

Associations

Dictators

Pay Settings

‘_.! Workflow Settings

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

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

Account Settings contains a series of functional areas used by the
Transcription Team to create new Facility accounts and workflow setups.

Workflow Settings contains powerful workflow control settings useful to
the Transcription Team.

View for Named Facility

Advanced Orthopaedics
Settings

—
Advanced Orthopaedics

<

My Settings

ﬁ Account Settings

Locations
Users
Associations
Dictators
Bill Settings
Templates

Patient Import

My Settings contains settings options and house-keeping tasks unique
to the named Facility in the dropdown.

Account Settings a several functional settings used by the Transcription
Team to manage the named Facility and its workflow setups.
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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:

Paula Simpson
Settings
8 & Expont
Al Facilities
Offce
&: wy seuings

anced Orthep.

¥ = Workflow Settings

T

ffirst or last name

banington Sher..

Firze
[
Miker
Shah

Bhilip asey Cannie Miller

Jebey Droad Margariz Coombs
Sher.. David Witertey
Laree Yakacri
Pay settings owen Bales Taey Bales

Mermaduke  Bales

so Dales Pauia Simpsan
Traci Bales Pauia Simsan
Traci Bales Pauts Simgsor
Ches Mariin Conie Werace

Folder

Dictator Settings
bl 31

Transcriber
Genera s Poct

10 Phone 1D

20 Phone ID
20 phone
Fas

Auto Fax

At Fax
Trigger
Fzalc @
Office

Paula Simpson
Settings
& & Bport £ Re-send Invite Email

All Facilities

& My Settings.

Associations
Dictators
Pay Sttings
4 Workflow Settings

Paula Simpson
Settings

All Facilities
& wyserings

B Account settings

it Wiarkfcnn

= markuebeha.. |ssiyjores

mareuetehs
markBuebiha.. | mosams
mackBuebehs.. | gémic

e —
aciGwebchar.
rresh@uetchs

[

raciiGuebehar.

L
Folders  Sel

chatesls
lowentales3 @suicmport
| quantsles2

jaseninats

jerdznzen

User Details

[

pirankindd

fhansen

bjshrsten

slsfores

stk Duchehs.joannelee

Rule

Termplate

Hampton Ratho. | Jmmy moid

Hampton

.| Downirgton Sh. | Lome Direnfeid | [Downingtcn 5.

Hampton Rath. | mmy Amod | [Hamptan Radi,

Simmy Amod | [Hamptan Radi

achishSheh | [Advenced Ort.
hanced Grh... | Geraid Willer | [Advanced Crt.
chianced Orth.. | Gersld Miler | [Advenced Grt.

John Snith | [Fadelity Insura)

[Hampton adi.

James Rerauls | [Hamptan fa - ..

!

Workflow Rules

Connie Wallsce [lliarme -
Zne STAT

Stenderd | Connie Wallace

Gerry Miles ity
ictator
Conria Miler
Jasmire Brown =
2ne STAT frority

Berbars Johrat.. [ltatus

Pass.

ol oo [ |

Em I

ﬁ

file matches below rule(s):

Paula Simpson
Settings
8 o Expont Address Book

Fratice Hasme

&
Change Passward
My Office terral Medic..
Address Book fin St
B Account settings [
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*  Workilow Settings i
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mith Farit

ETING basK...
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ashingtan I,

All Facilities Search| Clear
0

4230276325
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555 123

Narth End

tongan City | Th
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3 SoumCy  TH
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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.

Paula Simpson

Settings
= % Export Address Book

All Facilities name or number
Setti Fractice Na Lasatio State Ao F
& My - vautice Name  Lacation ate o Fax
Healing Hearts | South Ridge | (955) 5359535 | 535-555-5555% Green Haven | KY &
Change Password
- LT e e Address Book Details
My Office Inberriad Maclici
Fractice Name
" Fracsi 55 473-027-6325 Aoy
“ Account Settings = e B =
- Ralgh Smith Marth Gy |—
[~wm Workflow Settings |, . 55 1234231234 SawhCity | TH s
Sander's Family_. | Morth End 35 555-555-5555 lohnan City | Th Address 1 |
Smith Family b Ieinsan City | TH Address 2
Brkdress 3
Agdress 4
‘Washington [nt.. 55 | 555-555-5555 Johnson City | TH City
State
—
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My Settings

The Settings Menu that displays when the dropdown in the upper left corner of the Settings Pane is
selected changes depending on the selection made. There are two views available: All Facilities and
Named Facilities.

“All Facilities” View

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

Paula Simpson
ERHNO Within the My Settings area of the “All Facilities” view, there are three

2 administrative functions: .

All Facilities

@& My Settings Change Password is used for password updating.

Change Password

My Office is used to make global / Transcription Team-wide changes for
certain workflow related tasks.

My Office

Address Book

B Account settings Address Book displays in the “All Facilities” Settings Pane but is not used.

u Workflow Settings All address books for Facilities are stored within their respective Named
Facility views and discussed in the next section of this manual.

Named Facility View
When a Facility name is selected in the dropdown, the menu changes to display settings for that Facility.

The Portal displays the name of the Facility at the top, indicating that the settings being viewed are for
the selected Facility.
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Advanced Orthopaedics e . e
Settings Within the My Settings area of a named Facility view, there are three

5 administrative functions:

Advanced Orthopaedics
Fax Log displays the log of all auto-faxed and manually faxed

- My Settings - s
transcriptions for the Facility.

Fax Log

Address Book Address Book is used to access and manage the address book associated

Fax Cover Sheet with the specific Facility.
ﬁ Account Settings
Fax Cover Sheet is used to add and manage a custom cover sheet that
can be included with all out-going faxes for the Facility.

“All Facilities” Functions

Change Password

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

Paula Simpson
Settings
3
All Facilities v

Change Password

Address Book

Change Password

Current Password

New Password

Confirm Password

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

Account Settings

?# Workflow Settings

My Office

This is a settings area that enables the user to make global / Transcription Team-wide changes for
certain workflow related tasks such as routing and document locking. “My Office” is comprised of two
sections: “Routing Limits” and “Document Locking”.
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Paula Simpson psimpson | 5.8.326 | report bug
Settings Folders Settings Reports Logout
=

=)
Save

Routing Limits (0 = no limit )

All Facilities v

&’ My Settings

Pool Timeout (mins) ‘ 10 |

Max Routed (mins) ‘ 15 |

Cha Password
EEOD!

Account Settings

Max Routed Daily (mins) ‘ 129 |

_ Document Locking
E Workflow Settings ]

Lock in QA ’
Lock everywhere ’

Dictator overrides lock

Routing Limits:

Understanding the “Routing Limits” section is an important part of setting up transcription workflows.
Routing limits set up under My Office function as global settings, meaning, they govern all members of
the Transcription team. Routing limits can also be set up at the Transcriptionist level (Settings->Account
Settings->Users) to manage individual limits.

Since the Routing Limits (at the global level and the Transcriptionist level) are part of the same feature,
it will be described here for both.

Routing Limits consists of three settings:

@ Pool Timeout (mins)

@ Max Routing (mins)

@ Max Routed Daily (mins)

Pool Timeout Setting

Pool Timeout is a setting that defines how long (minutes) a Transcriptionist can be idle (meaning, the
computer has not detected any keystrokes) before the dictations are removed from his/her queue and
returned to the pool.
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For example, if a Transcriptionist has 10 minutes set in the Pool Timeout and has had no keyboard
activity detected by the system for 10 minutes, the dictations in his/her queue will be returned to the
pool.

Notes on Pool Timeout Settings

1. Entering “0” as the timeout setting will prevent the Transcriptionist from ever timing out. Keep
in mind that a setting of “0” will force dictations to remain in the Transcriptionist’s queue, even
if he/she is idle for long periods, and that dictations in the Transcriptionist’'s queue will remain in
his/her queue even after the Transcriptionist has logged out of the application.

2. If novalue is entered into the Pool Timeout field under My Settings, the system will
automatically assign a value of 20 minutes. At the individual Transcriptionist level, if no value is
entered, the system automatically defaults to the My Settings value.

3. If Pool Timeout settings are set at the individual Transcriptionist level, those individual settings
over-ride the global settings. For example, if Pool Timeout is set at 20 minutes under My
Settings, but Transcriptionist Jane Smith has an individual setting of 40 minutes, then all
Transcriptionists on the team will have a Pool Timeout of 20 minutes with the exception of Jane,
whose Pool Timeout will be 40 minutes.

Max Routed (mins)

Max (short for maximum) Routed (mins) is a setting that defines the maximum number of minutes of
dictations that a Transcriptionist will have in his/her queue at a time. As with the other Routing Limits
settings, Max Routed (mins) can be set at either the Global or individual Transcriptionist level.

Notes on Max Routed Setting

1. ** Please note: The Max Routed setting is a critical setting for managing Transcriptionist
workflow and may cause file routing issues if not carefully managed. Until a value is entered
by the Transcription Team under My Settings->Max Routed (min), the default system setting is
15 minutes.

2. Setting the Max Routed at too high a setting for a specific Transcriptionist could lead to that
Transcriptionist receiving more work than other Transcriptionists working in the same pool. For
example, let’s say a Transcriptionist’s Max Routed setting is set to 50 minutes, and 50 minutes of
dictations are currently in the pool. If this Transcriptionist logs in ahead of other
Transcriptionists in the same pool, he/she will be sent all 50 minutes of dictation, with other
Transcriptionists receiving none.

3. If the Max Routed is set to “0”, there will be no limit on the number of minutes of dictations that

will download to the Transcriptionist. In other words, a single Transcriptionist could be sent all
dictations in every pool he/she belongs to if the value is set to “0”.
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4. The “Maximum dictations per transcriber” feature sets a maximum on the total number of
dictations that can be downloaded by a Transcriptionist and does provide a safeguard or upper
limit. See page 214 for more details on this feature.

5. If avalue is not set at the individual Transcriptionist level, the system will use the Max Routed
(mins) setting under My Office to determine minutes of audio to route. If neither the individual
nor the My Office setting is set, the system default used will be the 15 minute maximum.

Max Routed Daily (mins)

Max (short for maximum) Routed Daily (mins) is a global setting that defines the maximum number of
minutes of audio that can be routed with a Transcriptionist within 24 hours. Once this number of
minutes has been reached, the system does not send any further dictations to the Transcriptionist until
the end of the 24-hour period (the 24-hour period runs 12:01 am to 12:00 midnight, central time).

Notes on Max Routed Daily (mins)

1. Entering “0” as the Max Routed Daily means that there is no limit to the minutes of work the
Transcriptionist can receive in 24 hours.
If no value is entered into the Max Routed Daily (mins), the system default is to allow an unlimited
number of minutes per Transcriptionist per day.

Document Locking:

Document Locking

Locked documents can only be edited by
the user who has them locked. These
options allow you to configure locking to
best fit your needs. Users with the
“unlock” permission can override the lock.

Lock in QA
Lock files when opened in the QA folder.

Lock everywhere

Lock files when opened by any user from
any folder.

Dictator overrides lock

The dictator of the file can edit locked

Close
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WebChartMD locks a transcription when it is opened by a user. This is to avoid the transcription being
accidentally overwritten by another user. This behavior can be modified based on Transcription Team
and Facility needs as described below:

Lock in QA — Checking this option locks the transcription in the QA folder only to everyone
except the user currently accessing the transcription. Unchecking this option allows multiple
users to access the transcription simultaneously.

Lock everywhere — Checking this option locks the transcription in all folders to everyone except
the user currently accessing the transcription. Unchecking this option allows multiple users to
access the transcription simultaneously in any folder.

Dictator overrides lock — Checking this option allows Dictators to become the authoritative user
of the transcription, even if another user is accessing the transcription at the time of the
Dictator’s access. Unchecking this option prevents Dictators from opening the Authoritative
Copy of the document when another user already is accessing the transcription.

Notes on Document Locking:

1. If the “Locked everywhere” permission and the “Dictator overrides lock” permission are
both checked, then the “Dictator overrides lock” allows the Dictator to be able to edit
transcriptions even if the document is locked by another user. It basically disables the
“Locked everywhere” permission for Dictators.

Address Book

Although the Address Book is seen in the Settings Pane under All Facilities, it is not used. Address Books
are stored and maintained under each respective named Facility. See the Address Book section on page
115 for more information.
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Named Facility Functions
As mentioned earlier, within the My Settings area of a named Facility view are three administrative

functions, found in the Settings Pane: Fax Log, Address Book, and Fax Cover Sheet. This section
covers those functions in detail.

Fax Log

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

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

Resend Selected

Resend Faxes

DID: 31298833
Recipient: Nathan

| (555) 555-5555

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.
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Export Failures for Month

This feature is currently disabled.

Fax Log Column Display

Columns displayed in the Fax Log and their meanings are:

Hampton Radiology

Settings

Folders

WebChartMD

psimpson | 5.8.326 | report bug
Settings Reports Logout

= @Failed Faxes EResend Selected ¢ Export Failures for Menth

Hampton Radiology

&{ My Settings

Change Password

Address Book

Fax Cover Sheet

ﬁ Account Settings

did, name, or fax numb} Search j Clear

24BTTAET

34588256

34588072

34588220

34200084

33282793

343368%5

34336102

32163790

32163797

33678471

33678456

33723095

30995044

Recipient

Lowen Bales
Lowen Bales
Lowen Bales
Lowen Bales
Dr. Jenny Lawr...

James Miller MD

AutoFax - Com...

AutoFax - Corn...

Dr. Jenny Lawr...

Dr. Jenny Lawr...

AutoFax - Corn..

AutoFax - Corn...

AutoFax - Corn..

AutoFax - Web...

(555) 555-5555
(555) 555-5555
(555) 5555555
(555) 555-5555
(888) 215-4471
(888) 215-4471
(212) 555-1212
(212) 555-1212
(888) 215-4471
(888) 215-4471
(212) 555-1212
(212) 555-1212
(212) 555-1212

(888) 215-4471

failure

failure

failure

failure

success

success

failure

failure

success

success

failure

failure

failure

success

Calls to 555 nu...

Calls to 555 nu...

Calls to 355 nu...

Calls to 555 nu...

Success

Success

Calls to 355 nu...

Calls to 555 nu...

Success

Success

Calls to 555 nu...

Calls to 555 nu...

Calls to 555 nu...

Success

Patient

Mercy Kline (s...

smith lowen (*...

James McCord ...

James Arrowo...

Abe Mueller (2...
Jim Cooper (29...
Sam White (13...
Pollie Miles (19...
Amber Bachma...

Lowen Bales (4...

test test (299)

Floyd Abernath...

Alice Srith (10...

Frank Smith (0...

DID: Displays the DID number of the transcription that was faxed.

Dictated Date
06/21/19 13:36
06/21/19 13:57
06/21/19 13:52
06/21/19 14:01
03/15/18 17:38
04/30/18 12:30
04/01/18 14:23
04,0119 12:09
06/12/17 08:30
06/12/17 09:30
08/05/18 10:52
08/07/18 05:44
09/19/18 11.01

08/15/16 11:51

Queue Date
12/05/19 1416
12/05/19 14:16
12/05/19 14:16
12/05/19 14:16
04/23/19 11:59
04/18/19 14:03
04/11/19 10:17
04/11/19 10:17
03/04/19 15:56
03/04/19 15:56
01/10/1% 11:51
11/13/18 13:40
11/13/18 1240

09/18/18 14:39

Process Date

12/05/19 14:16

12/05/1%9 14:16

12/05/19 14:16

12/05/19 14:16

04/23/19 12:00

04/18/19 14:04

04/11/19 10:17

04/11/19 10:17

03/04/19 15:59

03/04/19 15:57

01/10/1911:51

11/13/18 13:40

11/13/18 1240

09/18/18 14:40

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

Address Book

WebChartMD

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

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
= @ Export Address Book

Hampton Radiology

name or number

Search || Clear

st Autofax Tigger | (None Selected) 7|

&S My Setlings Practice Name Location Fax Phone City
ABADEER, PETE... Medical Hills In... (309) 661-3394 (309) 663-8311... Bloomington
Change Password ABDEL-MEGUL.. 8159379310 8159379300 Kankakee
Fax log Alize Srmtn —Mimorsac TM[GSSIGGEGGEE
Bush Family Pra Bristol
_ (I . Cardiology As; Address Book Details T
“ Account Settings | - s stodIPractice Name | Cardiology Associates [0 airbanks
Cornerstone m; Location Westminster Commons Macen
Cornerstone InjfJFax (512) 991-2284
Deer Valley ?a..; Phone Eii 8
Dept of SurgeryJAddress 1 { 45 Elm Avenue
Coen Ped-atricg Address 2 [ ‘
Dr, Linda Flncr\: [Address 4 lﬁ
Dr. Alan Stone JHCity WOH’ISOH—]
Dr. Alan Wl\san‘ State [TN—] Kingsport
Dr. Albert JonesiZip W
Dr. Alice Keen | JAuto Fax Johnson City

]

State  Auto|

Folders Settings Reports

Save

Address Book Details

Practice Name
Location
Fax
Phone
Address 1
Address 2
Address 3
Address 4
City

State

Zip

Auto Fax

Autofax Trigger | (None Selected) &

Logout

[ New Ji Delete
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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
Hampton Radiology name or number Search | Clear
: o State Auto |
& Mysettings [ New |
ABADEER PETE.. Medical Hills In... (309) 661-3394 (309) 663-8311... Bloomington IL
Change Password = Zes TR 7
ABDEL-MEGUL... 8159379310 8159379300 Kankakee It Address Book Details
Fax Log Alice Smith Kingsport, TN (555) 555-5555 ,
Practice Name \ J
ABC Street (777) 777-3687 () -
NI ST =5 Location l }
Fax Cover Sheet e e L [ l
n Cardiology Ass... Westminster C... | (512) 991-2284 Morrison ™ l 1
Account Settings hon
9 Torneny Anton, U T T T R T .19 ks l |
Cornerstone In... | Bullock County  (888) 215-4471 Macon GA Address 1 ’ \
Cornerstone In... | Salisbury (212) 555-1212 Macon Ms Address2 | 1
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 [ |
drinnes 0. pofe | | | [l [ |

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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Settings
2 @ Export Address Book

Hampton Radiology

| Practice Nam

- ABADEER PE
Change Password

ABDEL-MEGUL...

Fax Log Alice Smith

Address Book

Bob Jones

e Bush Family Pr..

n Account Settings

Cornerstone In.
Deer Valley Fa...
Dept of Surgery

Doen Pediatrics

Cardiology Ass...
Corneliu Anton..

Cornerstone In...

Location

al Hills In...

Westminster C...

Bullock County
Salisbury

Phoenix

name or number Search | Clear

Fax

8159379310
R5) 555-5555

I card

(512) 99

(423

(907) 4
(888) 2

(212) 5

(702) 5

(309) 661-3394 (309) 663-8311...

8159379300

Practice Name

Bloomington

Kankakee

State Auto |
[ New |

Location

WebChartMD

psimpson | 5.8.326 | report bug
Folders Settings Reports Logout

Address Book Details
Pra

,-_‘ Name
Search | Clear
Fax Ph

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:
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Hampton Radiology psimpson | 5.8.326 | report bug

Settings Folders Settings Reports Logout
= @ Export Address Book
Hampton Radiology name or number Search | Clear
& Practice Name State Auto|
& My Settings [ New |
ABADEER, PETE... Medical Hills In... (309) 661-3304 (309) 663-8311... Bloomington
Change Password
= ABDEL-MEGLUI.. 8150379310  §159379300 Kankakee IL A L Dt
Fax Log Alice Smith Kingsport, TN (555) 555-5555 )
Practice Name | |
BobJones | ABCSweer | (7TT)777-3687 |-
Bush Family P 423) 595-6254 423-971-6323 B I ™ L2210 | |
" y 23) 585-6254 423-971-632 isto !
e ush Family Pr.. (423) rist N | |
- . Cardiclogy Ass... | Westminster C... | (512) 991-2284 Morrison ™™
“ Account Settings Phane | l
Corneliu Anton... (907) 459-3555 (907) 459-3520  Fairbanks AK L4
Cornerstone In... | Bullock County  (888) 215-4471 Macon GA Address 1 | I
Cornerstone In... Salisbury (212) 555-1212 Macon MS Address 2 | |
Deer Valley Fa... | Phoenix (702) 555-1212 | (602) 042-0648  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 | |
r A 246) 583- 4 0-
Dr. Alan Stone (246) 583-8484 () - Ext. AT
Dr. Alan Wil (786) 887-3331 0 - Ki rt 4 .
an Wilson (786) 0 ingspo . Tngger| (None Selected) .
e Albhas isnae 112‘“ 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:
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Dr. Andrew Phillipe
DR BHASIN
- DR BHOOPAL

Dr. David Andrews
Dr. David Harris
gs Dr. David Smelzer
Dr. Frank DeMollc
Dr. Haines

Dr. Herald Jones

Dr. Janice Bays

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

Dr. John Smith

Dr. John Smithson

Dr. John Taylor

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

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

(575) 837-5467
(346) 546-4768
(888) 215-44T1
n -

0-

(476) 327-5603
ﬂ -
8882154471
(555) 555-6392
(555) 555-0345
(555) 555-5555
(555) 555-3555
(867) 098-7580

0-Ext.

(708) 799-3044
(708) 388-4911

0
0
0

- Ext.
- Ext.

- Ext.

- Ext.

eSigned

eSigned
eSigned

eSigned

eSigned
eSigned
eSigned
eSigned
eSigned
Finalized

Sent to Inbox
eSigned

{(None Selected)

eSigned

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.

Phone: This column displays the phone number.

City: This column displays the City.

State: This column displays the State.

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”.
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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:

Hampton Radiology psimpson | 5.8.326 | report bug
Settings Folders Settings Reports Logout
3

Hampton Radiology
&g My Settings

Change Password

Fax Log

Fax Cover Sheet

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

psimpson | 5.8.326 | report bug

Hampton Radiology
Settings Reports Logout

Settings Folders
3
Hampton Radiology

&g My Settings

All Dictators

Template Name

CT SCAN 11/13/19 1142
Change Password CTW CONTRAST % Bl
office-52.doc - Compatibili... - Saved Traci Bales (WebCha
Fax Log ICMC XRAY
imedat File Home Insert Design Layout References Mailings Review View F
Address Book i— _
LETTER f"l A Times New Roman -z - = =gt AaBbCel b A
Fax Cover Sheet MRI . StD M B I U-xx B = = AaBbC
2 =i Emphasis  Heading1 | T
- i ; v A
Account Settings [ SCH TEST - FA-F-A-na- [ A O-H- 2T
Test Template Clipboard Font [F] Paragraph [F} Styles
ULTRASOUND
XRAY

XRAY - TWO VIEWS
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WebChartMD

Word opens. Copy/paste an existing cover sheet on file into the blank

document or create a new one in the blank document.

Hampton Radiology
Settings

=

=

psimpson | 5.8.326 | report bug
Settings Reperts Logout

Folders

Hampton Radiology

All Dictators

) Template Name
- My Settings

CTSCAN 11/13/19 11:42

i CT W CONTRAST .

Fax Log ICMC XRAY D-0 = office-52.doc - C.. Traci Bales (WebCha
imedat File Home Insert Design Layout References Mailings Review View H

Address Book — _
LETTER f"l A Times New Roman -1z - 2= 1aBBCI AaBBC A

Fax Cover Sheet MRI . S|t:| M| B I U-zxx|& = a

v 588 - - Emphasis  Heading1 | T
ﬁ Account Settings | S¢H TEST - FIA-P-A-pa- (AN | S0

Test Template Clipboard & Font F] Paragraph [} Styles
ULTRASOUND
HRAY
HRAY-TWO VIS FAX COVER SHEET

Please deliver the following pages to the recipients as marked. Th:
For any questions regarding this transmission please call Marybeth
Internal Medicine Associates, at 1-423-555-1212, ext 125.

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

A\

£

File Home Insert Design Layout References Mailings Review View Help O Tellme iy =
[—"1 A Times Mew Rorman 12 - E = 4aBbCel  ABbC bOI ,C) Il_‘l
5 E [m| B I U-~ax x A = a AaB || catng D'.T.t
asie - P Emphasis  Heading 1 | TNormal vakii=
- X A-L-A-pa- AR ST P 9 = -
Clipboard = Font F] Paragraph [F] Styles r] Voice ~
Microsoft Word X

‘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.

Learn
Save

Cancel

in't Save

To modify an existing coversheet:

==
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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.

Account Settings

The settings menu displayed under “Account Settings” changes based on whether “All Facilities” or a
named Facility is selected in the dropdown. The “All Facilities” view displays settings areas specific to
the Transcription Team, while selecting a named Facility displays settings that pertain to the named
office.

The “Account Settings” section under the “All Facilities” dropdown contains functional areas related to

the Transcription Team set-up and management, and to some specific areas of Facility set-up and
management. This next section reviews each of those functional areas.

All Facilities Functions

Paula Simpson psimpson | 5.8.326 | report bug
Settings Folders Settings Reports Logout

save Jl  New ]

Office Details

Facility Name %
Specialty ‘ |
Primary Contact * ‘

Email

Address Line 1~

Address Line 2

City *

State *

tho.. | Johnsen City

ton She... | Nomistown | PA

Associations
Dictators
Pay Settings

-
" 4= Workflow Settings
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Accounts

The “Accounts” functional area is where the Transcription Team can add new Accounts (Facilities) and
modify the details related to those Accounts.

Paula Simpson psimpson | 5.8.326 | report bug
Setti

Folders Settings Reports Logout

[ sove Il New ]

Office Details

Facility Name

Specialty [

Primary Contact ‘

Email [

Address Line 1~

Associations

Dictators 1
Address Line 2

Pay Settings Gity~ ]

"_. Workflow Settings State * |

Create an Account
To add a new Account:
1. Click the “New” button in the “Office Details” panel.
2. Addrequested details in the fields provided. Fields with a red asterisk are required.

3. Click the “Save” button when completed. Once saved, the new account will be listed in the main
screen along with the other accounts for the MTSO.

Notes on fields:
1. Whatever text is entered into the Facility Name field is how the system will display the Facility
name throughout WebChartMD (such as in the Facility dropdown). If the Facility name is
normally written out in full form (Glasgow Arms ENT), then that; if an abbreviation is normally

used (GAENT), enter the abbreviation.

2. “Specialty” refers to the type of practice of medicine at the Facility, such as “Neurology”,
“Orthopedics”, etc.

3. “Primary Contact” is the name of the administrator at the Facility.
4. “Email” is the email address the Transcription Team wishes to use for the primary contact at the

Facility. There are different ways to use this field, depending on the objectives of the
Transcription Team.
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A Note on the use of the Email field: When an Account is first created, the system will
automatically send a “Welcome to WebChartMD” email to the email address entered in this
field. As such, the Transcription Team may decide to enter the email address of a Transcription
Team member instead of the Facility administrator until set-up of the account is completed and
the Facility is ready to be trained. Once the account is created, the email address can be
updated to the Facility administrator and the “Welcome to WebChartMD” email re-triggered.

Notes: The Notes is a free text field that can be used to keep information pertaining to the office
creation or any other notes in general.

Hidden Columns: The “Hidden Columns” dropdown located at the bottom of the Office Details
section allows the user to hide specific columns so that the Facility users cannot view them. This
allows the Transcription Team to control what information is available to the Facility and what is
hidden from them.

he Chew | e ]
Office Details Office Details Office Details
Facility Name © | Downington Sheriff's Dej Faclity NafgE Fecility Neme * | Downington Sheriff's Dey
primary Contact Joan Vares | prmary Conact e Modified primary Contect Joan Vares |
Email * joansalres@dowingtonpg Email D!ctated pale s joansalres@dowingtonpg
= Dictator o
Address Line 17 203 Hoohana St. Address Line 1 = Address Line 1*| 203 Hoohana St.
Address Line 2 | Suite 201 addressline2 | g Address Line 2 | Suite 201
stte” o Effective Date
Zip * 19028 G Encounter Zip* 19028
Phene = eSigned Date Phone 5
Phone * (713) 908-2010 Sig one (713) 908-2010
& ] Finalized Date
Notes L Notes
Notes Finished
First
ID#
Iteration Status - p
- i BilingWyge ]

k)
Billing Code

To hide a column, click the “Hidden Columns” dropdown and click the column name(s) to be hidden.
Hidden columns selected appear as “tags” (small boxes) in gold at the bottom of the Details Panel. To
un-hide a column, click the blue “x” in the top left edge of the tag

Columns available to be hidden are:

Billing Code: See page 35 for a full description of column management features.

Comments: See page 35 for a full description of column management features.

Date Modified: See page 35 for a full description of column management features.

Dictated Date: See page 35 for a full description of column management features.
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Dictator: See page 35 for a full description of column management features.

DID: See page 35 for a full description of column management features.

DOB: See page 35 for a full description of column management features.

DOV: See page 35 for a full description of column management features.

Due Date: This column does not exist.

Effective Date: See page 35 for a full description of column management features
Encounter: See page 35 for a full description of column management features.
eSigned Date: See page 35 for a full description of column management features.
File Name: See page 35 for a full description of column management features.
Finished: See page 35 for a full description of column management features.
First: See page 35 for a full description of column management features.

ID #: See page 35 for a full description of column management features.

Job #: See page 35 for a full description of column management features.

Last: See page 35 for a full description of column management features.

Last Modified: See page 35 for a full description of column management features.
Length: See page 35 for a full description of column management features.

Lines: See page 35 for a full description of column management features.

Note: This selection will hide both bill and pay lines from the facility’s view.
Location: See page 35 for a full description of column management features.

On Time: See page 35 for a full description of column management features.
Pool: See page 35 for a full description of column management features.

Rejection Reason See page 35 for a full description of column management features.
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Report Details: See page 35 for a full description of column management features.
Report Type: See page 35 for a full description of column management features.
Routed: See page 35 for a full description of column management features.
Status: See page 35 for a full description of column management features.

TAT: See page 35 for a full description of column management features.

Uploaded Date: See page 35 for a full description of column management features.

Paula Simpson psimpson | 5.8.326 | report bug
Settings Folders Settings Reports Logout
All Facilities [plEs Fax  Dictator Count
o - rcvanced Ortho... | Johnson City | TN officeadmin@aoj... (423) 555-5555 4
é ySstling s Downington She.. Moristown — PA  joansalres@dowi.. (713) 908-2010 4 Office Details
ﬁ Account Settings  fJampton Radiol.. Hampton ™ alisonsmith@ha... | (760) 743-1233 13 Facility Name * | Urology Associates
Accounts UroCenter Johnson City | TN morris@urocent... | (423) 903-9000 2 Specialty* Uatemy
Users Primary Contact| James Stallard
Associations Email * jstallard@urologyassocia
- Address Line 17| 100 North Branch Road
Dictators
— iy
-
Zip” 12121
jstallard@urolo... | (555) 555-5555 | (555) 55 Phone * 555-555-5555
W | Johnson City | TN officeadmin@a... | (423) 555-5555 Fax SIa55 a5
Notes Additional notes for the
Dawnington Sh...  Morristown P& joansalres@de... | (713) 908-2010 &3’&%" ;'r%i‘ company can be
Hampton Radi... | Hampton TN alisonsmith@h... | (760) 743-1233
UroCenter Johnson City | TN morris@urocen...  (423) 903-9000 =
CrIJIur?'G\s

Edit an Account

To edit a specific account’s details, click on the row of the account in the Details Panel. The row
highlights and the account’s details populate in the “Office Details” panel to the right.
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psimpson | 5.8.326 | report bug

Folders Settings Reports Logout

| Urology Associ. | Jonesville OH jstallard@urolo... | (555) 555-5555 | (355) 555-5555 | 1
ngs Advanced Orth..._Jamme—— officeadmin@s... | (423) 555-5555 4 Office Details

‘Settings | Davmingtan @de... | (713) 908-2010 4 Facility Name * | Downington Sheriff's De;|
alisonsmith@h... | (760) 743-1233 13

- Hampton Radi... .‘ Spedialty - ‘ surgery |
UroCenter Johnsg TN morris@urocen... | (423) 903-9000 2

Primary Contact‘ Joan Vares |

Email * ‘ joansalres@dowingtonp(|

Facility Name i Address Line 1% 203 Hoohana St. |

Advanced Orth..m officeadmin@a... ' (423) 555-3555 Address Line 2 ‘ Suite 201 |

Dawnington S‘ | Fredricksburg | NC ’mr\salres@do... (713) 908-2010 City * ‘ Norristown |
Fidelity Insurance i traci@fidelitylif... ' [555) 555-5555 State * PA

Hampton Radi... | Hampton TN alisonsmith@h... | (760) 743-1233

) City * | Fredricksburg ‘
State * | NC

Once the details are populated in the Office Details fields, edit the details as needed, and click the
“Save” button at the top of the “Office Details” window to save the changes.

Disable an Account

The “Disable” button in the Office Details panel is currently not an available feature. Please contact the
WebChartMD helpdesk to remove inactive accounts from the Account list.

Master User Profiles

Adding a new Facility account automatically creates Master User profiles for the Facility. The Master
User profiles act as templates for the three respective user roles available to the Facility.

When new users are added to the system, they “inherit” the Roles and Permissions assigned to the
Master User profile. If set, they also inherit the line settings, routing settings and templates assigned to

the Master User profile.

The system pre-assigns a set of recommended permissions based on settings used by a broad base of
WebChartMD users. Those pre-assigned permissions can be customized to your and your client’s needs.
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For example, setting up the Master Provider (another term for Dictator) profile with a specific routing
setting (such as routing all dictations to a particular Transcriptionist or pool) gets inherited by all other
Dictators added to the Facility.

The Master User profiles can be accessed in the Users section by changing the dropdown in the top left
from “All Facilities” to the Named Facility view. In the Users section, the Master User profiles are
highlighted in dark grey background (below).

Hampton Surgery
Settings Fold
S & < n1cl [nvite Email
Hampton Surgery first or last name
= Master Manager ritesh@webch... SYS@MASTER-... Default Manager
Account Settings Master Provider ritesh@webch... SYS@MASTER-... Default  Provider Bulk Impo|
oS Master Staff ritesh@webch... SYS@MASTER-... Default Staff
Associations
Dictators
Bill Settings ’
Email ©
Templates Title
Patient Import First name =
Middle name
Last name *
Credentials

There are three Master User profiles:

e Master Manager: The Master Manager settings get copied to all users created with the Manager
role permission provided to them.

e Master Provider: The Master Provider is another term for the Dictators. Master Provider
settings get copied to all users created with the Provider role permission provided to them.

e Master Staff: The Master Staff settings get copied to all users created with the Staff role
permission provided to them.

Changing Master User Profiles

To change pre-assigned permissions:

1. Click the Master User row that needs to be modified. The pre-assigned Permissions will appear
in the Details Panel.
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2. Check and/or uncheck the desired permissions to be added or removed.

Email

N soe N New i Dcete |
Credentials

Phone / SMs

Fax

Timezone Eastern Time

Location Default

Mar ovd Roles
Dictator Office Manager
Master Provider Default Provider o
dger: i efault tatf Office Staff Transcriber
G st )
Permissions
Master Staff STAFF... Default Staff

Open Documents o Play Dictations v

View Pending o View Inbox 4
View Rejected o ViewFinal 4
View Notes

Edit Documents «  Upload v
Finalize & Reject v
Delete & prnt 4
Fa v

3. Press “Save” to accept changes. Any new user added to the system with that Role will inherit
the new Master User permissions.

Please Note: Changes made to Master User profile does not change the permissions of users already

added to the system.

Master User Settings

Master Manager

Master Manager settings that are pre-set include:
o User Settings menu: Permissions for both Actions and Access.

o Associations menu: Associations to all or any specific set of Dictators.

Master Provider

Master Provider settings that are pre-set include:
o User Settings menu: Permissions for both Actions and Access.
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o Associations menu: Dictators are usually only associated with themselves but if the Master
Provider profile is associated with a specific set of users, the Dictators added thereafter inherit
those associations.
Master Provider settings that need to be set in order to be inherited by Dictators are:
o Routing: Create the desired workflow routing for Dictators. This can be set in one of two
screens:
o Inthe Dictators screen, use the Routing Settings to set either a Transcriptionist or Pool.
o Inthe Workflow Rules screen, create customized routing logic for the Dictator.

o OnTime: Set the On Time Setting via the Dictators screen.

Bill Settings: Set the various Rate and Line Settings via the Bill Settings screen. Please note: In the
Rate Settings, only the Metric is replicated, the rate cost does not get replicated.

Please note:

1. Dictators Menu: Dictation Settings, Fax and Interface Settings are not replicated as these need
to be unique per Dictator.

2. Bill Rate menu: the Rate of Bill Pay Rate Settings does not get replicated.

3. Templates: Any templates uploaded for the individual Dictator are not replicated. Any templates
uploaded for “All Dictators” are available by default to all Dictators at the Facility.

Master Staff
o Master Staff settings that are pre-set include: User Settings menu: Permissions for both Actions
and Access.

o Associations menu: Associations to all or any specific set of Dictators.

For more details on Users please see page 131.

For more details on Associations please see page 149.
For more details on Dictators please see page 154.
For more details on Bill Settings please see page 190.
For more details on Templates please see page 191.
For more details on Routing please see page 99.

Page 130 of 272 « WebChartMD - User Manual: Transcription Company Administrator Version



WebChartMD

Users
The “Users” section under the “All Facilities” dropdown is used to add and manage Transcription Team

users, such as Transcriptionists, QA editors, 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

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).

Paula Simpson — e
$ ungs Folders Settings Reports Logout

e ] tew ] oot |

Bales traci@webchar...  zbaleslr
Lowen Bales lowenbales@g... | lowenbales3 @eulk impont
| lam [ e (et [qisvez | -
Jasmine Brown mark@webcha.. jasmined
lordan Connelly mark@webcha.. jordancon
Margarie Coombs mark@webcha..  mcoombs
Gina L Davis mark@webcha.. gdavis
Dolores Feeny mark@webcha...  dieeny User Datails
Pay Settings Paula Frankiin traci@webchar.. | piranklind1 Email * traci‘@webcl;anmd,com
| " Workflow Settings Faith Hansen ritesh@webcha... fhansen Title !
o Barbara Johnston traci@webchar..  bjohnston st rame s ‘ Qaon

Satly Jones mark@webcha...  sallyjones =
= Middle name |
Glona LaForce traci@webchar... | glaforce —_———————————
Josnne Lee madk@webcha... joannelee alich ‘ Bales
Gerry Miles raci@webchar.,. | gmiles Credentials |
Connie Nathan@WebC... conniemiler Phone /sMs |
User Poo aci@webchar.. SYS@POOL-US. Fat [
Editor Review traci@webchar.. QA DMD el tostem Tine <1
Michse: Scrofani mark@webcha.. mscrofsni =
Ritesh Shah ritesh@webcha... rksmt Roles
Ritesh Shah ritesh@webcha... riteshshahl Manager Transcriber 4

user_manager (5).csv A showall X
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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.

Paula Simpson

\ttings
m- 53 Re-send Invite Email
-_—

All Faci or last name

[ Title First Middle Last Credentials il e
F Sv— , <

Clark Jordan

psimpson | 5.8.326 | report bug
Folders Settings Reports Logout

ﬁ Account Settings Zoey Bales

@ culk Import

Lowen Bales o | lowenbales3

Accounts
Jasmine Brown

_ Jordan Connelly

Associations Margarie Coombs ark@webcha... | mcoombs

.. | josmineb

... | jordancon

Gina L Davis

i mark@webcha... | gdavis
Dictators User Details

Dolores Feeny mark@webcha... | dfeeny
Pay Settings

Paula Franklin traci@webchar.., | pfranklin0l Email * ritesh@webchartmd.cor|
= L Workflow Settings Faith Hansen ritesh@webcha.. | fhansen Title l:l

Barbara Johnston traci@webchar... | bjchnston

First name * __Clark
Gloria LaFarce traci@webchar... | glaforce

Joanne Lee mark@webcha... joannelee

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:

€ © C & betamebchorimdcom/seiting Y

i scronn

H

LY

L
B
¥
¥
L

LUCHENEY

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.

Workflow: contains settings that determine the file routing maximums if the user has a
“Transcriptionist” role.

ONONONOXO
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WebChartMD

“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:

Step 1

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.

Paula Simpson
Settings
= @ Export £3 Re-send Invite Email

first or last name
Title First Middle

All Facilities

Last

Credentials Email

é My Settings ooy

ﬁ Account Settings Lowen Bales lowenbsles@g.. lowenbales3

Quinn Bales traci@webchar... quinnbales2

traci@webchar... zbaleslr

Accounts
Jasmine

Associations

park@webcha... jasmineb

Dictators
Pay Settings

u Workflow Settings

. | sallyjones

. glaforce

lnznns [ ek Muaheha  inannslas

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, or the
format provided in our yser import
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 bY 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

Usemname Location

psimpson | 5.8.326 | report bug
Folders Settings Reports Logout

_New || pelete |

@-Bulk import

J

User Details

Email *

Title

First name *

Middle name

Last name *
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To download the template sample with available columns, click the “user import template” link
(above).

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 E Insert Page Layout Formulas Data Review View Help O Tell me what you want to do
& Cut Calibri Junosla A | EE s #- BwepTed General - B B
paste LB CoRY . A | =B= == B 9 o ) | @i e
~ Fromatpanter | B 1 YL TAC | SEE =X EMegedcenter - | § - % 9 [ H 33 Formatting = Tal
Clipboard ] Font ] Alignment ] Number [F] Styles
Al hd o Title
A B € D E F G H | K
1 Title | First | Middle ‘ Last Credentialsl Email ‘Interfaceln PhonelD | PhonePass
2 Dr. John A, DoNotSave M.D. idoe@test.ccXYZ789 123 456
S
s
g
6
7
8
g
10
1
12

An example of a properly formatted bulk import excel sheet appears below:

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

File Home Insert Page Layout Formulas Data Review View Help 2 Tell me 1% Share =
fﬂ X Calibri - - ab General  +| | [ElConditional Formatting~ | Bl Insert = | 2 - 5%~

Past[l - B T U- A & $ -9% 9 [BHFormatas Table~ BEDelete + | ]+ O~

e —

o L. DA G B Cell Styles - [i=] Format - | € -

Clipboard 12 Font ] =l Mumber & Styles Cells Editing -
E2 N fx | M.D. v

A B C D E F G H | J K=
1 Title First | Middle | Last Credentials Email ‘ InterfacelD ‘ PhonelD | PhonePass
2 |Dr. Khadija A. Arnald M.D. Ikamold@test.com 123 456
3 |Dr. Lee W, Brigg M.D. lbriggs@test.com 156 339
4 |Dr. Alicia R. McFarlane  |M.D. amcfarlane@test.com 646 54
5 |Dr. Lachlan D. Dunn M.D. Idunns@test.com 168 298
6 |Dr. Margie L Daniel M.D. Idaniels@test.com 38 264
7 |Dr. Isabelle P. Castillo M.D. Icastillos@test.com 397 349
& |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. Icarsons@test.com 371 968
11 |Dr. Kalin D. Smith M.D. Mlsmiths@test.com 398 339
12 5
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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webchartmd-user-import (15)xlsx - Excel Traci Bales (Wel
File E Insert Page Layout Formulas Data Review View Help O Tellme 1% Share =
f‘l f}(o Calibri -1~ = EE General - {EH Conditional Farmatting ~ EH Insert - > - ;V'
g D - B I U- A A - $-9% 9 [ Format as Table ~ B Delete ~ - O~
o <3 He G- A o ] i Cell Styles - [ Format -
Clipboard & Font [l [l Mumber [l Styles Cells Editing -~
E2 - F2 M.D. 7
| A | B | C | D E F | G H L J | k[A]
1 Title [ First | Middle | Last Credentials [ Email | InterfacemhonelD | PhonePass
Dr. Khadija Al Arnold M.D. |karno|d@‘tes‘t.com 123 456
Dr. Lee W. Brigg lbriggs@test.com 156 389
Dr. Alicia R. McFarlane amcfarlane@test.com 646 54
sj|or. Lachlan D. Dunn Idunns@test.com 168 298|
Dr. Margie L. Daniel Idaniels@test.com 33 264
Dr. Isabelle P. Castillo |Icasti||os@tes‘t.com 397 349
Dr. Ellie K. Zimmerman |Izimmermang@test.com 671 739
Dr. Cerys C. Allen lallens@test.com 829 318
1@ Dr. May E. Carson .D. lcarsons@test.com 3 968
1§|or. Kalin D. Smith .D. |lsmiths@test.com 398 389
1 =
13
14
15
16

Step 3

psimpson | 5.8.326 | report bug
Folders Settings Reports Logout

Paula Simpson
Settings
o @ Export £3 Re-send Invite Email

All Facilities

é last  Credentials
L e Ismiths @test.c...
ﬁkm“mmngs Dr.  May E Carson Icarsons@test.c...
br  Ceys Allen lallens@test.com
Accounts
Dr EHie K
B - e
TS Dr  Margie L Daniel daniels@testc...
X Dr. | Lachlan D. Dunn Idunns@test.ca..
Dictators
D Aica R MeFarane amcfarlane@te..
FRySEi S Dr.  Lee w. Brigg Ibriggs@testc.
uworkﬂcw Settings |Dr  Knadia A Amald karnold@testc... Title
Zoey Sales traci@webchar.. | zbaleslr .
Lowen Bales lowenbales®g... | lowenbales2
Middle name
Quinn Sales traci@webchar.. | quinnbales?
Last name =
Jasmine Bronn mark@webcha... | jasmineb
Jordan Connelly mark@uwebcha... jordancon Credentials
Margarie Coambs mark@websha... mcoombs Phone / SMS
Gina L Davis mark@webchs.. | odavis Fax
Dolores Feeny mark@webcha... | dfeeny SR
Pauls Franklin traci@webchar.. | pirankling
Roles
Faith Hansen ritesh@webcha... | fhansen
Barbara Johnston traci@webchar... | bjohnston Manager | | Transcriber [
Sally Jones mark@webcha... | sallyjones —__ m
Gloria LaForce traci@webchar.. | glsforce o

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.
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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

Folders Settings Reports Logout

Paula Simpson
Settings
= @ Export 3 Re-send Invite Email

All Facilities first or last name
Last Credentials Email

é My Settings Dr. | Margie Daniel Idaniels@testc... margisdaniell

ﬁ Account Settings Dr.  lsabelle

Castillo leastillos@test.... | isabellecastillol

@ Bulk impart

zimmermans @test.com
C.  Allen

Dr.  Cens Allen lallens@testcom | cerysallent

Accounts

Dr. Ellie 1

T
lallens@test.com
Carson

Bl
lcarsons@test.com
Dr. Kalin  D. Smith

Dr. Kalin Smith

Ismiths@testc..  kalinsmith1

i
Associations Dr. May Carson lcarsons@test.c... | maycarsonl Ismiths@test.com I
) o e o o T )
Dictators User Details
Dr. | Alicia McFarlane amcfarlanete...
oy setinge o e W —— o
™ e Workflow Settings [Dr | Khadia Amold karmnold@test.c... Title _
Zoey Bales traci@webchar.. | zbaleslr I _
Lowen Bales lowenbales@g.. lowenbales3
Quinn Bales traci@webchar... quinnbales2
Jasmine Brown mark@webcha... | jasmineb
Jordan Connelly mark@webcha... jordancon Credentials _
Margarie Coombs mark@webcha... mcoombs Phone / SMS _
— s mark@webcha... | gdavs o |
Dolores Feeny mark@webcha... dfeeny Frgme _
Paula Franklin traci@webchar.. pfrankling1
Roles
Faitn Hansen ritesh@webcha... fhansen
Barbara Johnston traci@webchar..  bjohnston Manager || tansciber | |
Sally Jones mark@webcha... sallyjones . v
Gloria LaFarce traci@webchar.. glaforce 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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User Details

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.

Paula Simpson psimpson | 5.8.326 | report bug

Settings Folders Settings Reports Logout
S @ Export [ Re-send Invite Email

first or last name
Title First Middle

All Facilities

é My Settings

Last Usemame Lacation

New User
Account Settings Zoey Bales traci@webchart... | zbaleslr Transcriber
Lowen Bales lonenbales@g... | lowenbales3 Staff, Transcriber .
Accounts Email
Quinn Bales wraci@webchart... | quinnbales2 Transcriber
Title
Fe= D Jordan Connelly mark@webchar... | jordancon Transeriber First name *
. Margarie Coombs mark@webchar... | mcoombs Transcriber Middle name
Dictators
Gina L Davis mark@webchar... gdavis Transcriber Last name *
Pay Settings Dolores Feeny mark@webchar.. | dfceny Transcriber Credentials
& Workflow Settings Paula Franklin traci@webchart.. | pranklindl Transcriber s
Faith Hansen ritesh@webchs... fhansen Transcriber
Fax
Barbara Johnston wraci@webchart.. | bjohnston Transcriber, Ma...
Sally Jones mark@webchar... | sallyjones Transcriber Easternjlime
Gloria Lafores sraci@webchart.. | glsforce Transeriber Easiem me
Central Time
Joanne Lee mark@webchar... jeanneles Transeriber -
Manager Mountain Time
Gerry Miles traci@webchart.. | gmiles Transcriber - Pacific Time
Connie Miller Nathan@WebC... | conniemiller Transcriber Alade T
User Paol traci@webchart...| SYS@POOL-US... Transcriber Hawaii Time
Editor Review traci@webchart... | QA_DMD Transcriber
Michael Scrofani mark@webchar... mscrofani Transcriber, Ma... Ml View Client A oS

Fields within User Details
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 132 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 167.

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).

Paula Simpson psimpson | 5.8.326 | report bug
Settings Folders Settings Reports Logout

= @ Export [ Re-send Invite Email

All Facilities first or last name

r Username Location
. Las
é My Settings Save New B Delete
New User -
— Credentials
Account Settings Zoey Bales traci@webchart...  zbaleslr Transcriber
= o phone/sws | |
Lowen Bales lowenbales@g...  lowenbales3 Staff, Transcriber
Accounts B ‘ |
Quinn Bales traci@webchart... quinnbales2 Transcriber
IASsodiations Jordan Cannelly mark@webchar... jordancon Transcriber Roles
i Margarie Coombs mark@webchar... mcoembs Transcriber
Dictators . 5 ; Manager o | Transcriber
Gina L Davis mark@webchar... gdavis Transcriber
HavEIinns Dolores Feany mark@webchar... dfeeny Transcriber Staff
™ & Workflow Settings Paula Franklin traci@webchart... pfranklin0l Transcriber Permicion:
Faith Hansen ritesh@webcha... fhansen Transeriber Access
Barbara Johnston traci@®webchart... bjchnston Transcriber, Ma... glFi‘(\;l Client Open Documents
olders

Roles available include:
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
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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.

Transcriptionist

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.

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. .

e Administrative: Permissions contained within the Administrative section control certain
managerial/administrative tasks within the workflow.

e QA: Permissions contained within the QA section control certain QA controls the user can
use in the workflow.
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Access

The “Access” section of Permissions contains five access controls:

Paula Simpson psimpson | 5.8.329 | report bug
Settings Folders Settings Reports Logout

2 @ Export f¥Re-send Invite Email

first or last name
Title First Middle

All Facilities

é My Settings

Credentials

 —
Ti Save New Delete

New User Transcriber
ﬁ Account Settings Zoey Bales traci@webchart...| zbalesir Transcriber Roles
Lowien Sales traci@webchart... lowenbales3 Staff, Transcriber §
Accounts Manager Transcriber 4
Teresa Bales traci@webchart...| teresabales Staff
Jasmine p— waci@mebchart.. ssmined Transariber Staif
Jordan Connelly traci@webchart... jordancon Transcriber .
Associations Permissions
Margarie Coombs traci@webchart... meoombs Transeriber Access
Dictators Gna L Davis traci@webchart...| gdavis Transeriber View Gt Open Documents
olders
. Dolores Feeny traci@webchart... dfeeny Transcriber i
Pay Settings - - Play Dictations View Notes
Paula Frankiin traci@webchart...| pfrankiindL Transcriber
™ « Workflow Settings Faith Harsen “rac@nenchar.,. fransen Transcriber View Line Reports View Only Their
- g
== Documents
Barbara Johnston traci@webchart...| bjohnston Transcriber, Ma...
Clark Jordan traci@webchart... clarordanl Manager Actions
Gloria LaForce traci@webchart... glaforce Transcriber Edit Documents Route Dictations
Joanne Lee traci@webchart... joanneles Transcriber ErmpEEEn R
Gemry Miles traci@webchart... gmiles Transcriber
Connie Milier traci@webchart... conniemiller Transcriver e Buct
User Pool traci@webchart... SYS@POOL-US.. Transeriber Fax Ediit Drafts
Editor Review traci@webchart... QA_DMD Transeriber

e View Client Folders: This permission allows the user to see dictations and transcriptions
within the Folders view. If this permission is not given, the user sees the Folders but no
dictations or transcriptions are visible.

e Open Documents: This permission allows transcriptions to be opened. If this permission is
not given, the “Open” button in Folders views toolbars is removed.

e Play Dictations: This permission allows audio files to be playable from the Portal. The “Play
Audio” icon/function on the “Actions” column is available only if this permission is checked.

o View Notes: This permission allows the Notes folder to be visible. If this permission is
unchecked, the Notes folder is not visible.

e View Line Reports: This permission allows Reports section of the portal to be visible.

e View Only Their Documents. This permission appears in the Access section only for the
Transcriptionist Role. If this permission is checked, Transcriptionists only see the
transcriptions produced by the Transcriptionist. If unchecked, Transcriptionist have access
to all transcriptions regardless of the Transcriptionist.
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Actions

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

Paula Simpson psimpson | 5.8.326 | report bug

Settings Folders Settings Reports Logout

= @ Export £ Re-send Invite Email

first or last name
Title Frst  Middle

All Facilities

é My Settings

Username Location

New User
ﬁ Account Settings Zoey Bales traci@webchart... zbaleslr Transcriber Actions
Lowen Bales lowenbales@g...  lowenbales3 Staff, Transcriber (| Edit Documents Route Dictations
Accounts
Quinn Bales traci@webchart... quinnbales? Transcriber T A e
Delete Print
Associations Jordan Connelly mark@webchar... jordancon Transcriber
. Margarie Caombs mark@webchar... mcoombs Transcriber Fax Edit Drafts
Dictators
Gina L Davis mark@webchar... gdavis Transcriber
i Administrative
[y ST Dolores Feeny mark@webchar... dfeeny Transcriber
- . . . ; Workflow Edit Accounts
Ij Workflow Settings Paula Franklin traci@webchart...  piranklin01 Transcriber Manager
Faith Hansen ritesh@webcha... fhansen Transcriber Edit Users Edit Dictators
Barbara Johnston traci@webchart... bjohnston Transcriber, Ma... W Eqit Master Roles Edit Line Settings

e Edit Documents: This allows the user to edit transcriptions
e Route Dictations: This allows the user to route dictations manually to other users.

e Change Dictator: This allows the user to change a dictation or transcription from one
Dictator’s account to another Dictator’s account.

e 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.

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

e Print: This allows the user to print transcriptions.

e Fax: This allows the user to fax transcriptions.

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

The “Administrative” section controls permissions related to certain managerial/administrative
tasks within the workflow. Administrative permissions are:

Paula Simpson psimpson | 5.8.326 | report bug

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

All Facilities first or last name

r Title First Middle Last  Credentials Usemname  Location
y Settings N o ) | =
e =0 =) Edit Documents | | RouteDictatiens | |
ﬁ Account Settings Zoey Bales traci@webchart.. zbalesl Transcriber )
Change Dictator | | Reject | |
Lowen Bales lowenbales@g... lowenbales3 Staff, Transcriber
Accounts
Quinn Bales traci@webchart... quinnbales? Transcriber Delete || Print L
Assaciations Jordan Connelly mark@webchar... jordancon Transcriber
) Margarie Coombs mark@webchar.. mceombs Transcriber Administrative
Dictators -
Gina L Davis mark@webchar... | gdavis Transcriber vag'?;ﬂg%\y | | EditAccounts | |
Pay Settings Dolares Feeny mark@webchar.. diesny Transcriber — [ it Dictators ]
" & Workflow Settings Paula Franklin traci@webchart...  pfranklin01 Transcriber _ o )
) 3 Edit Master Roles | |  Edit Line Settings | |
Faith Hansen ritesh@webcha... fhansen Transcriber
Barbara Johnston traci@webchart.. bjohnsten Transcriber, Ma... Edit Templates | | EditPools L
Sally Jones mark@webchar... sallyjones Transcriber Edit Address Book | |
Gloria LaForce traci@webchart... glaforce Transcriber
Joanne Lee mark@webchar... joannelee Transcriber QA
Gerry Miles traci@webchart... gmiles Transcriber Can QA | | viewallQalems | |

e  Workflow Manager: Provides access to the Workflow Manager folder.

e Edit Accounts: Allows the user to create and edit Facility accounts and their setups.
e Edit Users: Allows the user to create and edit Users.

e Edit Dictators: Allows the user to create and edit Dictators.

e Edit Master Roles: Allows the user to create and edit Master Roles.

e Edit Line Settings: Allows the user to create and edit Line Settings.

e Edit Templates: Allows the user to create and edit Templates.

e Edit Pools: Allows the user to create and edit Pools.

e Edit Address Book: Allows the user to create and edit entries within the Address Book.

QA
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Permissions contained within the QA section control certain QA controls the user can use in the
workflow. QA permissions are:

Paula Simpson psimpson | 5.8.326 | report bug

Settings Folders Settings Reports Logout
j: @ Export gj Re-send Invits Email

All Facilities first or last name
é First  Middle [FE Credentials Username  Location ch Tl
i Gt _save Jl New |
Mybcinpas Zoey Bales traci@webchar.,  zbaleslr -
= Delete Print
ﬁ Account Settings Lowen Bales lowenbales@g... lowsnbales3
Mrs. | Quinn Bales-Smith traci@webchar.. | quinbales2 Fax Edit Drafts
Accounts
Jasmine Brown mark@webcha... jasmineb o )
Administrative
Jordan Connelly mark@webcha... jordancon
Workflow Edit Accounts
Associations Margarie Coombs mark@webcha... mcoombs Manager
Gina L Davis mark@webcha.. gdavis Ediit Users Edit Dictators
Dictators
Dolores Feeny mark@webcha... dfeeny ERdiItMaster ES%H"E
i oles Ings
Pay Settings Paula Frankiin traci@webchar., piranklindl ! ting
Edit Templates Edit Pools
= workflow Settings Faith Hansen ritesh@webcha... fhansen
_ o iy = Edit Address
Barbara Johnsten traci@webchar... bjohnston B
Sally Jones mark@webcha...  sallyjones
QA
Gloria LeFarce traci@webchar... | glaforce CanGA View All QA Trers
@ .
Joanne Lee mark@webcha... joannelee T
Gerry Miles traci@webchar... gmiles
e
Connie Miller Nathan@Web...  conniemiller Routing
User Paol traci@webchar... SYS@POOL-US...
Editor Review traci@webchar... QA_DMD —
Michae Scrofani mark@webcha... mscrofani A
Routing Limits ( 0 = no limit )
Ritesh Shah ritesh@webcha... rksmt F"P'T"”E"”t l:l
ming
itesh hal ftesh@webcha... riteshshal
Rites Shah ritesh@webcha... riteshshahl M Routed l:l
Paula Simpsan Nathan@Web... | psimpson (mins)
MavRouted Dae [ ]

e Can QA: This permission allows the user to perform QA functions such as editing and
submitting transcriptions from the QA folder. More information on the QA folder can be
found on page 66.

o View All QA Items: If checked, this permission allows the user to access all transcriptions
within the QA workflow. If unchecked, the user will only see those files in QA assigned to
them. More information on routing can be found on page 99.

e Submit Direct: This permission affects the routing of completed transcriptions by the
Transcriptionist. If checked, transcriptions will by default automatically route directly to the
Dictator’s Inbox. Even if “Submit Direct” is checked, Transcriptionists always have the option
of choosing to route a completed transcription to QA if needed.

If unchecked, two additional workflow boxes appear in the QA section:

o Default QA Routing: This field creates an automated routing of the
Transcriptionist’s competed transcriptions to a QA pool or directly to a QA editor for
review. Transcriptions uploaded by the Transcriptionist are always routed to the
pool or QA editor selected in this field.
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o QA Percent: This field defines the percentage of work submitted by the transcription
that will automatically route to a QA pool or directly to a QA editor for review. For
example, typing “100” will submit 100% of the Transcriptionist’s transcriptions into
the QA workflow; “50” will select 50% of the transcriptions to route to QA.

Note: The QA percent for the Transcriptionist determines if the transcribed document goes to QA
folder or to the Dictators’ Inbox folder. This applies to all files of this specific Transcriptionist,
irrespective of which Dictator dictates it.

There is also a similar setting for the Dictator which determines if the transcriptions uploaded go to
QA folder or submits to the Dictator’ Inbox folder. This setting is found under Dictator section and
more information on this can be found here (All Facilities > Dictators).

It is possible to create conflicting settings by setting a Dictator to 100% QA and a Transcriptionist to
100% Direct Submit. In such conflicts, the Dictator specific setting supersedes the Transcriptionist
setting and the uploads would go to QA folder (for example).

Workflow
The Workflow settings define routing limits related to the user’s workflow. Routing limits are:

e Pool Timeout (mins): This setting determines how long a Transcriptionist can be idle (meaning,
the computer has not detected any keystrokes) before the dictations that had downloaded to
Transcriptionists are removed from his/her queue and returned to the pool.

e Max Routed (mins): This setting defines the maximum number of minutes of audio that can be
routed to a Transcriptionist at any given moment. Once this number of minutes has been
reached, the system does not send any further dictations to the Transcriptionist until the
Transcriptionist finishes a dictation.

e Max Routed Daily (mins): This setting defines the maximum number of minutes of audio that
can be routed to a Transcriptionist per day. Once this number of minutes has been reached, the
system does not send any further dictations to the Transcriptionist until the end of the 24-hour
period (the 24-hour period runs 12:01 am to 12:00 midnight).
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User Management

A number of functions related to Users are managed from the Users panel:
e Create User
e Edit User

e Delete User
e 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.

a pDSO
old g 0 go
= @ Export £ Re-send Invite Email
All Facilities first or last name
é My Settings New User
ﬁ Account Settings il T e @eEulk mport
Traci Bales traci@webchar... | balestracil St}
Accounts
Lowen Bales lowenbales@g... | lowenbales3 5t
_ Traci Bales traci@webchar... | tracibales15 Tr;
Associations Quinn Bales traci@webchar... | quinnbales2 Tn;
P
) Jasmine Brown mark@webcha... | jasmineb T
Dictators llcar NDatails
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.
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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.
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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?

Remove
-

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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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.

Paula Simpson
Settings
J & Save Associations

first or last name

All Facilities
é My Settings
Zoey

ﬁ Account Settings Lowen

Accounts Quinn
Jasmine
Jordan
Margarie

Gina

Dolores

Pay Settings.

Paula
H Workflow Settings Faith
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Gloria
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Gerry
Connie
User

Editor

Michael

Folder Management Function

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

Associations”.
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Coombs
Davis
Feeny
Franklin
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LaForce
Lee
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Miller
Pool
Review
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B
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Facility Name
Advanced Orthopacdics
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Cary Ortho

Clearwater ENT

Danville Regional Medical Cen...

Downtown Urgent Clinic
Fidelity Insurance
Hampton Radiology
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HDDC Behavioral Health
Internal Medicine Associates

Jacksonville Cardiovascular Su...

Jamestown ENT
Kingsport Orthopedics
Maplewood Surgery Center
New Facility

Northend Medical Center
NOT BLANK

Downington Sheriff's Departm...

psimpson | 5.8.326 | report bug
Folders Settings Reports Logout
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@ 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.

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):

e 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).

Paula Simpson psimpson | 5.8.326 | report bug
Settings Folders Settings Reports Logout
= & Save Associations

All Facilities first or last name
5 9 Facility Name
é My Settings 5
- Lowen Bales Advanced Orthopaedics
ﬁ Account Settings T Bales Caris, Sanders & Lewis LLP
Accounts Jasmine Brown Cary Ortho
Jordan Connelly Clearwater ENT
Users
Margarie Coombs Danville Regional Medical Cen...
" - + e e o
Dictators Dolores Feeny Downtown Urgent Clinic
. Paula Franklin Fidelity Insurance
Pay Settings
Faith Hansen Hampton Radiology
I.j Workflow Settings Barbara Johnston Hampton Uralogy
Clark Jordan HDDC Behavioral Health
Gloria LaForce Internal Medicine Associates
Joanne Lee Jacksonville Cardiovascular Su...
Gerry Miles Jamestown ENT
Connie Miller Kingsport Orthopedics
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Notes on Step 2:

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 (as in example below, 4 of 4) and the “Selected” column displays the number as such.

o [f 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, 2 of 4).

Paula Sirr report bug
Settings Folders Settings Reports Logout

- &j Save Associations

All Facilities first or last name

c Middl Facility N:
&{ MySettlngs iddle acility Name

Lowen Bales

Zoey Bales
Accounts Jasmine Brown
Jordan Connelly

Margarie Coombs

Associations

Dictators Dolores Feeny

. Paula Franklin
Pay Settings
Faith Hansen

% Workflow SEtﬁﬂgS Barbara Johnston

Direnfeld
Drood

Step 3

Edit the existing associations by either adding or removing existing associations.
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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.

Paula Simpson psimpson | 5.8.326 | report bug

Settings Folders Settings Reports Logout
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. Kingsport Orthopedics 9of9
Daniel Ball
Maplewood Surgery Center 0of7
Alan Glombicki New Facility OofL
ristina | | Levings Ir
Sohrab Maini
Master | | Provider
Krishnamurthy Shivshanker
[Victor Yang
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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).

.. updating, don't navigate away .. psimpson | 5.8.326 | report bug
v Folders Settings Reports Logout
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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 131.

psimpson | 5.8.332 | report bug
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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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Managing Dictator Settings

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

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:
o 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:
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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:

“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”

O O O O

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. IDs 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:
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.
e Presence of background tone during record mode can be enabled/disabled.
e Terminator key (#) can be enabled/disabled.
e Announcement of Job ID played at end of dictation can be enabled/disabled.
e “Append” or “over-write” modes can be used for recording.
o “Append” means that any newly recorded dictation is placed at the end of the audio
file.
o “Over-write” means that any newly recorded dictation is placed at the current
position in the file.

O O O O O O

Page 157 of 272 « WebChartMD - User Manual: Transcription Company Administrator Version



WebChartMD

@ Routing Settings

Routing Settings
Transcriber

Pool

QA Percent

WebChartMD has robust and highly configurable routing capabilities as part of the Workflow
Settings tools (see page 200), but more straightforward Dictator-specific routing settings can be set
using the Routing Settings. Dictator-specific routing options include a direct routing assignment to a
specific Transcriptionist, and a direct routing assignment to a specific pool.

Transcriptionist Routing

To set a Dictator’s dictations to always route to a specific Transcriptionist:

Step 1

Click the Transcriptionist dropdown in the Routing Settings area of the Dictator Settings panel.

201D
2.0 Phone ID Save
3788
1787 2.0 Phone Pass | 3382
3788 Routing Settings
3785
Transcriber Dolores Feeny ) ’
Pool
Barbara Johnston
3939 QA Percent

Connie Miller
5560009

Darlene Simpson
3382 |
Dolores Feeny

92038 RiTD Fny Editor Review
2040 Auto Fax Trigger Facility Review
63479 Fax All to Office @ Faith Harlmsen
Gerry Miles
53595 ity O Gin;yDavis

Step 2
Select the Transcriptionist.
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Step 3

Click “Save”. Once saved, all dictations for the Dictator would be directly routed to the selected
Transcriptionist and would not be part of any pools and would not be available to any other
Transcriptionist.

Pool Routing

To set a Dictator’s dictations to always route to a specific Pool, repeat the same steps as with
Transcriptionist routing, but using the “Pool” dropdown. Once selected, all dictations for the
Dictator would be directly routed to the selected Pool and would be available to any
Transcriptionist(s) associated with that Pool.

More information on Pools can be found on page 214.

More information on Associating Transcriptionists to Pools can be found on page 217.

QA Percent

This field defines what percentage of transcriptions transcribed for the selected Dictator will be
automatically sent to the QA routing assigned to either the Transcriptionist or Pool. A value
between 0 and 100 can be entered, with 100 meaning that all work is routed to QA. If no value is
entered, then no files will automatically route to QA. If a value other than “0” or “100” are entered,
the system’s algorithm randomly selects transcriptions from the workflow to route to QA in order to
meet the percentage of files designated for QA review.

Note: The QA percent for the Dictator determines if the transcribed document goes to QA folder or
to the Dictators’ Inbox folder. This applies to all files of this specific Dictator, irrespective of which
Transcriptionist transcribes and uploads it.

There is also a similar setting for the Transcriptionist which determines if the transcriptions
uploaded by them goes to QA folder or submits to the Dictator. This setting is found under Users
section and more information on this can be found here (All Facilities > Users).

It is possible to create conflicting settings by setting a Dictator to 100% QA and a Transcriptionist to
100% Direct Submit. In such conflicts, the Dictator specific setting supersedes the Transcriptionist
setting and the uploads would go to QA folder (for example).
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Fax Settings

Fax Settings

Auto Fax

Auto Fax Trigger

Office

Faxallto @
User

Faxalte @

This section of the Details Panel consists of four settings.

e Auto Fax: When checked, the system will automatically fax completed transcriptions based
on the Auto Fax Trigger (below).

e Auto Fax Trigger: This dropdown menu contains three options based on the workflow status
of the document (for more information on Statuses, see page 96).

Auto Fax Trigger | (None Selected)

(None Selected)

Fax Allto @

Office Sent to Inbox
FaxAllto @ | Finalized

User

eSigned

Inte

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.

e 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.
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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

e 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.

A Percent [U
*‘ Fax Settings
Auto Fax
Auto Fax Trigger | (None Selected) v

Fax All to Office @

‘ J. Brody

Laura DeCillo

Lucille Dennison
Interface ID Paula DeRosa

Interface Trigger David Gallagher

. Rosalie Huang

Connor Jamison

Clyde Jenson
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@ 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:

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.

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

eSigned
Nn Timo Sottinne

Sent to QA: transcriptions interface when sent to QA.
Sent to Inbox: transcriptions interface when sent to the Dictator’s Inbox.
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.

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.

@ On Time Settings

This section of the Details Panel defines the required turn-around time for transcriptions being
returned for the selected Dictator.
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The “On Time Settings” section has two settings fields: a free text box to the left, and a dropdown to
the right.

Free text box. This box is used to enter a whole numbers (fractions, e.g. “2.5” are not accepted).
Dropdown. This field contains two options:
e Days

e Hours

The combination of the free text field and dropdown are used to create the on-time definition. For
example, a turn-around time of 24 hours is created as follow:

On Time Settings

A dictation is on time within | 24 | Hours 5 |

e On selecting "Hours" in the dropdown and adding a number, the transcriptions are
considered to be On Time within that time from being uploaded.

e On selecting "Days" in the dropdown and adding a number, the transcriptions are
considered to be On Time within that time from being uploaded.

e An additional settings "Close of business" appears when "Days" is selected. Checking this
setting allows the transcription to be On Time till the specified day at 5pm.

On Time Settings

A dictation is on time within | 1 | Days '
close of business

Notes on “On Time Settings”

1. “On Time” assumes that dictations uploaded on Friday are due Monday, not Saturday.
Weekend hours are not counted toward late turn-around.

Pay Settings

Pay Settings is used to set the line count methodology and the pay rates for Transcription Team
members. Individual Transcriptionists can be assigned multiple pay rate settings as needed by the
Transcription Team.
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Note: The “Pay Settings” menu is replaced by “Bill Settings” when the dropdown is changed from All
Facilities to a Named Facility. Bill Settings is used to set Dictator line count methodologies and
charge bill rates.

Folder Management Functions

The Pay Settings view has two Folder Management Function buttons in the toolbar:

Paula Simpson psimpson | 5.8.332 | report bug
Folders Settings Reports Logout

&
lowen Bales (Net chars + spaces / 65) * (0 / Lines)
Jerry Bal .
= e Default Settings
P —— Jasmine Brown (Net chars + spaces / 65] * (0 / Lines)
Jordan Connelly (Net chars + spaces / 65) * (0.07 / Lines) _
Users
Margarie Coombs [Net chars + spaces / 65) * (0.08 / Lines) Rate Settings
Associations Gina L Davis (Net chars + spaces / 65) * (0.08 / Lines)
Dolores Feeny (Net chars + spaces / 65) * (0.07 / Lines)
Pasa Frankin e hors < saces /65~ 008 /Lines) | 22 I
Faith Hansen (Net chars / 85) * (0.07 / Lines) Line Settings
Barbara Johnston (Net chars + spaces / 65) * (0.08 / Lines) N
Gloria LaForce [Net chars + spaces / 65) * (0.08 / Lines) | Method
Josnne Lee {Net chars + spaces / 65) * (0,07 / Linas) T8 16 T AR TR EEE
Gerry Miles (Net chars + spaces / 65) * (0.08 / Lines)
Connie Miller (Net chars + spaces / 55) * (0.725 / Lines)

@ Export: This exports the list of Dictators 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 131.

@ Audit Line Settings: This feature provides an audit log of the changes that have been made
to a Transcriptionists’ pay rate and line count methodology settings. Clicking the “Audit Line
Settings” button after selecting a Transcriptionists displays an audit log (below):
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Paula Simpson psimpson | 5.8.332 | report bu

Settings Folders Settings Reports Logou
<2 @ Export [Z] Audit Line Settings

All Facilities first or last name
) First
My Settings
Lowen / Lines)
Account Settin Jerry q
ﬁ 9° =Y Default Settings
Accounts Jasmine History for M. Coombs / Lines) )
o o7 ey | Acaomersen | - [
Users
Margari paangcllly Datc 8/ Rate Settings
Associations Gina L Paula Simpson 01/31/20 1413 | (Netchg 108 / Lines) . =
. Metric | Lines v |
iciatos Dolores Paula Simpson 01/11/18 13:16 | (Net cha .07 / Lines) | |
Rate 0.08
Paula - - . .08 / Lines)
Pay Settings Paula Simpson 01/07/18 09:10 | (Net cha ) .
Faith . 3 Line Settings
R Paula Simpson 01/06/18 13:24 | (Net cha
u Workflow Settings | garbara 108 / Lines) )
i Paula Simpson 01/06/18 11:44 | (Net chg ; Line Count | Net M |
Gloria .08 / Lines) Method
Joanne Paula Simpson 01/06/18 11:24 | (Net chg 07/ lines) | LJ Include Template Characters
Gern Paula Simpson 12/20/17 0&:34 | (Netche .08 / Lines) L 3
v Net, line is defined as:
Connie v mmem e e 1725 / Lines) .
c 65 Characters with spaces v
User 112 / Lines)
Editor 03 / Lines) Whitespace
Facility | | carriage return is a character
Michael crofant
5 . Bold
Ritesh Shah (Net chars + spaces / 5) * (0.075 / Lines) B
| | everybold is two characters
Paula Simpson (Net chars + spaces / 65) * {0.075 / Lines) -
bold on/off is two characters
Darlene Simpson (Net chars + spaces / 85) * (0.08 / Lines) l—‘ /
Michael Smith (Net chars + spaces / 65) * (0.07 / Lines) Underline

The Audit Log contains three columns:

e Changed By: This column contains the name of the user that made changes to the line
count methodology and pay rate for the selected Transcription Team member.

e Date: This column contains the time & date of when the changes were saved.

e Settings (not visible in image above): This contains details of what change(s) were made
to the line count methodology.

Clicking a row in the audit trail loads the line count methodology and pay rate information into the
Default Settings Panel as it was set on the date and time of the audit trail entry.

The User Details Panel
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Paula Simpson
Settings

count o harscters | Each Page ¥

The “User Details” panel has three subsections:

@ Dimension Settings: This feature creates the Dimension(s) (i.e. the types or variations) of
pay rates and line count methodologies used for the Transcription Team member.

@ Rate Settings: This section defines the metric and rate used for each Dimension.

@ Line Settings: This section defines the line count methodology used with each Dimension.

Dimension Settings
The Dimensions feature is one of the most powerful and agile features of WebChartMD. It allows
for the creation of highly customized pay rates where required by the Transcription Team. A few
examples of different circumstances requiring customized Pay Rate settings include:

e A Transcriptionist is paid one rate for transcribing and a different rate for QA.

e A Transcriptionist is paid one rate for standard TAT files and a different rate for STAT files.

e A Transcriptionist is paid using gross line count methodology when transcribing for one
Facility and net line count methodology when transcribing for another Facility.
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There are five Dimensions available for setting customized Pay Rates:

e Status: Allows the pay rate to be set by the status of the dictation or transcription in the
workflow. Status options are:

o Pending: this status are for dictations that have not yet have been transcribed.
Pending is the typical status of most audio files prior to being transcribed.

o QA: thisis a transcription in the QA folder.
o Rejected: this is a transcription in the Rejected folder.

o Inbox: this is a transcription that has been completed and sent to the Dictator’s
Inbox.

o Final: this is a transcription that has been moved from the Inbox to the Final folder.
o Deleted: this is a transcription that has been deleted from the Portal’ view.

e Office: Allows the pay rate to be set at the Office level. When “Office” is chosen as a
Dimension, the drop down in the adjacent field populates with all Offices serviced by the
Transcription Team.

e Dictator: Allows the pay rate to be set at the Dictator level. When “Dictator” is chosen as a
Dimension, the drop down in the adjacent field populates with all Dictators serviced by the
Transcription Team.

e Report Type: Allows the pay rate to be set at the Report Type level. When “Report Type” is
chosen as a Dimension, the drop down in the adjacent field populates with all Report Types
for all Dictators serviced by the Transcription Team.

e Priority: Allows the pay rate to be set at the Priority level. Priority is how much time the
Transcription Team must transcribe and return the transcriptions to the Dictator and not be
late. When “Priority” is chosen as a Dimension, the drop down in the adjacent field
populates with all Priority levels available. Available Priority options are:

o Standard: dictations have 24 hours to be transcribed
o 1 hr STAT: dictations have one hour to be transcribed
o 2 hr STAT: dictations have two hours to be transcribed

o 4 hr STAT: dictations have four hours to be transcribed

o 8 hr STAT: dictations have eight hours to be transcribed
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o 12 hr STAT: dictations have twelve hours to be transcribed
Notes on Dimension Settings:
1. Dimensions can be single or multi-dimensional. For example:

a. A pay rate can be set for a specific Report Type that has a specific Priority.

b. A pay rate can be set for a specific Status (QA) for a specific Office.

c. A pay rate can be set for the Transcriptionist differently for each Office he/she
transcribes for. And, a pay rate for the same Office can be set differently for each
Transcriptionist typing for that Office.

2. Dimensions are used in conjunction with the “Rate Settings” (“Metric” and “Rate” as

described in the below example and on pages 168) and with the “Line Settings” (described
in the below example and on pages 170.

Rate Settings
The Rate Settings is comprised of two fields:
o Metric: defines the metric used to define the pay methodology.
e Rate: defines the monetary compensation amount associated with the metric.
Metric
Eight different metric options are available:
e Lines: A “Line” is defined as a continuous string of words (and spaces if this option is
enabled). A lineis further defined in the “Line Settings” section can be defined in a variety

of ways that gets detailed in the following “Line Settings” section.

e  Words: A “Word” means a continuous string of characters that ends in a space or a
punctuation mark such as periods, commas, etc.

e Characters: Individual characters can be defined as a metric.
e Minutes: The number of minutes of the audio dictation can be defined as a metric.

e Seconds: The number of seconds of the audio dictation can be defined as a metric.
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e Pages: The number of pages of a transcribed document, irrespective of how many
characters are typed into it, can be defined as a metric.

e Documents: The transcribed document, irrespective of how many characters are typed into
it, can be defined as a metric.

o None: Setting the metric to “None” disables the rate setting.

Paula Simpson psimpson | 5.8.332 | report bu:

Settings Folders Settings Reports Logout
# Export [7] Audit Line Settings

‘ All Facilities first or last name
[ R First Middle Last Settings
My Settings
| hd Lowen Bales (Met chars + spaces / 65)  (0.18 / Lines)
ﬁ Account I0gS ] ey Bales Default Settings
‘ Accounts Jasmine Brown (Met chars + spaces / 65) * {0/ Lines)
It Tl (Net chars + spaces / 65) * (0.07 / Lines) | \dd Dimension :—
Users
Margarie Coombs (Net chars + spaces / 65) * (0.08 / Lines) Rate Sel‘tings
Associations Gina Davis (Net chars + spaces / 65) * (0.05 / Lines)
. Dolores Feeny (Net chars + spaces / 65) * (0.07 / Lines) || MEETC ‘ Lines M |
Paula Franklin (Net chars + spaces / 65) * (0.08 / Lines) || Rate ‘ 0.08 |
Pay Settings . .
Faith Hansen (Met chars / 65) * (0.07 / Lines) Line Sett'lngs
U Workflow Settings | Barbara Johnston (Met chars + spaces / 65) ~ (0.08 / Lj
N Line Count ‘ Net v |
| Gloria LaForee (Net chars + spaces / 63) * Method
IEEnT= - - = + space, | | Include Template Characters
1 Rate Settings
Gerry + spaces ) * (0.08 / Lines) i . .
1 ) y i . Net, line is defined as:
Cannie Metric Lines ¥ |+ spaces / 55) * (0.725 / Lines) A
1 ) | 65 | Characters with spaces
User + spaces / 65) * (0.12 / Lines)
_Rate [
Editor Words + spaces / 65) * (003 / Lines) | Whitespace
Facility Characters carriage return is a character
L 4
Michael T CEvmh Minutes
" [Method Seconds i
|« Include Ten Pages
o Documents
[Net, line is dg pone
| 65 | Characters with spaces ¥

Rate

“Rate” defines the monetary compensation amount associated with the metric. While not shown
as currency, the monetary system used in “Rate” is US Dollars. “Rate” is multiplied by the Metric
used to calculate the pay amount due to Transcription Team member. In the image above, “0.08” is
entered as the Rate. This means the Transcription Team member is paid $.08, or 8 cents, per line.
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Paula Simpson
Settings
S @ Export [ Audit Line Settings

All Facilities

é My Settings

ast name

Folders

WebChartMD

Lowen
ﬁ Account Settings | .r Rate ‘ 0.08
Jasmine
LD Line Settings
Jordan Connelty (Nt chars = spaces | !
Margarie. Caombs. {Net chars + spaces / £5) " (0.08 /. Line Count Method v
Associations Gina L Davis (Net chars + spacas / | Include Template Charactel
. Dolores Fean (Net ch
Dictators y { _
- Net, line is defined as:
5 Paulz Frankiin Net ch
- - 5| Guracs i paces -
tanse: iNet
- 5 -~ hnsto
) Workflow Settings |Bartar Johnston Net ch: Whitespace
LaForce (Net o | camiage retum is a character
Les [Net ch:
Gery Miles {Net d Bold
o — - _ every bold s two characters
User (Net o | bold onjoff is two characters
Editor (Nt chars = spaces |
i, Underfine
4 every underfine is two charactars
Michael —
- underline on/offis two cha
Paulz .
Italics
Darens = | every tdlic s two characters
Michael mith (Nt chars = spaces [ 65)

The “Line Settings” section consists of two settings:

@ Line Count Method and Definition

@ Other Counting Options

Line Count Method and Definition

| italic on/off i two characters

Capitalization
every capitalization is two characters

| capitaization on/aff & two characters

Advanced

| count header charzcters | Fach Page M

count footer characters | Each Page

“Line Count Method” defines the methodology used to count transcription. Four different line
count methodologies are available:

e Black Character

e ASCII
e @Gross
e Net
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Black Character

Also referred to as Visual Black Character, or VBC, Black character counts are any visible mark on a
page of any color, including punctuation, headers, footers, and template characters. Spaces are not
counted, and other work effort keys such as tab, space bar, function keys, etc. are also not counted.
Special character treatments (bold, underling, italics, font changes) are not counted. VBC counting
can be set at the character level, or at the line level when used in conjunction with a defined line
length. For a detailed analysis of black character methodology, see
https://cdn.ymaws.com/ahdionline.site-

ym.com/resource/resmgr/WhitePapers/VBC StandardUnitOfMeasure.pdf

Line Length

If “Line” is selected as the Metric, the free text field “Black, line is defined as” sets the number of
characters in aline. (if “Character” is selected as the Metric, “Line Length” should not be
populated).

ASCII

ASCIl (American Standard Code for Information Interchange), is a set of digital codes representing
letters, numerals, and other symbols, that is widely used as a standard format in the transfer of text
between computers. Most work effort keys such as tab, space bar, function keys, etc. are included
in the ASCII table. Special character treatments (bold, underline, italics, font changes) are not
counted. For access to the ASCII table and more information see
https://en.wikipedia.org/wiki/ASCII.

Line Length

If “Line” is selected as the Metric, the free text field “ASCII, line defined as” sets the number of
characters in a line. (if “Character” is selected as the Metric, “Line Length” should not be
populated).

Gross

Gross counts lines with or without visible characters appearing on a ling, as in the case of the use of
the enter key to create a line. Gross line counts produce whole numbers when counting lines,
whereas Net lines are counted to the second decimal.

Settings options for defining a Gross line are:

Line Length
The section “Gross, line defined as” contains three options:
o Soft/Hard Return
o () or More Characters
o () or More Words With at least () characters per word
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Soft/Hard Return

Line Settings

A soft return is the creation of a line via a word wrap forced by

Line Count Method Gross
the right-side margin setting. Soft returns allow you to continue ¥ Include Template Characters
typing without having to press the Enter key manually at the end e et
of each line. A hard return is the creation of a line by pressing an soft/hard return
enter key, regardless of the cursor’s current position to the right- 0 or more characters
side margin. B o rore veres

with at least - characters per word

() or More Characters
This setting allows for a line to be counted based on a minimum number of visible characters.

() or More Words
This setting allows for a line to be counted based on a minimum number of words. Single letters like
“A” are not considered a word.

With at Least
This setting allows for the minimum number of characters that must be present for a word to be
counted.

Net
A net line is counted only when a specified number of characters (and if selected, spaces) are
counted. Options for Net line count settings are:

Line Length Line Settings

The free text field “Net, line is defined as” sets the
number of characters in a line.

Line Count Method MNet v

| Include Template Characters

Net, line is defined as:

| 60 | Characters with spaces v

Spaces Setting
The adjacent dropdown allows for lines to be defined
either with spaces counted (“characters with spaces”) or not (“characters without spaces”).

“Include Template Characters”

When checked, all characters that appear on the template as it appears in the Template Manager
will be counted.
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Other Counting Options Line Settings

Line Count Method MNet v

' Include Template Characters

Whitespace
When checked, this option counts the enter key (carriage Net, line is defined as:
return) as a character ‘ 60 Characters with spaces &

Whitespace
carriage return is a character

Bold, Underline, Italics, Capitalization
Each of these special character treatments have two
options:

Bold

every bold is two characters

bold onyoff is two characters

1. Every (bold/underline/italic/capitalization) is counted Underline
h ters every underline is two characters
as two charac .

underline on/off is two characters

Ttalics

2. (bold/underline/italic/capitalization) on/off is two
characters. To be clear, this setting when applied
counts two characters to the first character when
entering into a special character treatment, and two
characters to the last character when entering into a
special character treatment.

every italic is two characters

italic on/off is two characters

Capitalization
every capitalization is two characters

capitalization on/off is two characters

Advanced

count header characters
AdVanCed count footer characters

The advanced counting option counts characters that
appear in headers and footers of documents. Three counting options are available for both header
and footer characters:

1. “Once”. Characters are counted in the header and/or footer on the first page, but not on
any succeeding pages.

2. “On Change”. Characters are counted in the header and/or footer if they change.

3. “Each Page”. Characters are counted in the header and/or footer on all pages.
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Pay Settings Management
Dimensions can be created, edited or removed as needed.
Create a Pay Setting with One Dimension

1. Select the desired Dimension from the first (left side) drop-down. In the example below,
“Status” is selected.

psimpson | 5.8.332 | report bug
Folders Settings Reports Logout

dle Last Settings
-

Bales (Net chars + spaces / 63) * (0.18 / Lines)
[Baes |

efaul
Brown [Net chars + spaces / 65) * (0 / Lines)
Connelly (Net chars + spaces / 65) * (0.07 / Lines) | AA9d Dimenggp
Coombs [Net chars + spaces / 65) * (008 / Lines)
- Status

Davis (Net chars + spaces / 65) * (0.08 / Lines)

Metric Qffice
Feeny [Net chars + spaces / 65) * (007 / Lines) .

- Dictator
Franklin [Net chars + spaces / 65) * (008 / Lines) Report Type
Hansen (Net chars / 63) * (0.07 / Lines) Priority

Johnston (Nt chars + spaces / 63) * (0.08 / Lines) X
Line Count Black Character v
LaForce Method

(Net chars + spaces / 65) * (0.08 / Lines)
|| Include Template Characters

Lee (Net chars + spaces / 65) * (0.07 / Lines)
Miles (Net chars + spaces / 63) * (0.08 / Lines)
Miller (Net chars + spaces / 55) * {0.725 / Lines)
Pool (Net chars + spaces / 65) * (0.12 / Lines)

2. Once a Dimension has been selected, click the desired Attribute within the second (right
side) drop-down. In the example below, “QA” is the selected Attribute. Once created, the
Attribute appears as a “tag” in the space shown below.

Default Setti Settings for:
eTaul ettings %
-

Add Dimension I— M
lAdd Dimension | '| QA '|
Rate Settingf
g ing Rate Settings
Metric | Lines N QA Metric | Lines '|
Ejected

Rate | 0

Inbox Rate | g |
Line Settin Final Line Settings
. Deleted
kﬁh%%um Black Charnln i kjll%h%%um | Black Character v |
|| Include Template Characters | | Include Template Characters
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3. Setthe “Metric” and “Rate” under Rate Settings. In the example below, “Lines” is the
selected Metric and a rate of “0.12” is set for Rate (12 cents).

Settings for:

*
Status: QA

Add Dimension | v A ‘

Rate Settings

IMetric | Lines M ‘

Rate [012 ‘

Line Settings

Line Count ‘ Black Character i ‘
Method

| Include Template Characters

4. Set the “Line Setting”. In the example below, “Net” is the selected Line Count Method, 65
characters including spaces and counting carriage as a character are selected.

Settings for:
x

Add Dimension ‘ v v |

Rate Settings

Metric ‘ Lines M |

Rate [012 |

Line Settings

Line Count Net M
ethod ‘ |

o Indude Template Characters

Net, line is defined as:

65 | Characters with spaces r

hitespace
o carriage return is a character

Bold
every bold is two characters

bold on/off is two characters

Underline
every underline is two characters

5. Click the “Save” button to save the Dimension. This saves the pay rate and the settings tied to the
Dimension. The tag turns from gold to gray, confirming save has completed (below).
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. »
Settings for: ﬁ S——

x
Status: QA

Add Dimension | v v |

Default Settings

Add Dimension | v v |

Rate Settings

Rate Settings

Metric | Lines '| Metric | Lines v
Rate 012 |

Rate | 0

Create a Pay Setting with Multiple Dimensions

In the simple Dimensions example, only “Status” Dimension was chosen and its “QA” Attribute was
selected. But Dimensions can be created to cover more complicated Pay Rate Scenarios. In this
example, a Pay Rate needs to be created that meets the following needs:

e Statusis QA

e  Facility is Hampton Radiology

e  Priority is 2 hr STAT
To Create a Pay Setting with Multiple Dimensions, the same sequence of steps is basically the same,
but includes one major difference when selecting the Dimensions. Let’s, as follows:

1. Step 1: select the Dimensions one by one using the Dimension drop down. In the example
at right:

a. the “Priority” Dimension was selected from the left drop down and “2hr STAT” was
selected from the right drop down.

b. The “Account” Dimension was selected from the left drop down and “Hampton
Radiology” was selected from the right drop down.

c. The “Status” Dimension was selected from the left drop down and “QA” was
selected from the right drop down.

2. Step 2: After selecting multiple Dimensions, set the Metric, Rate and Line Settings options.
3. Click the “Save” button to save this Pay Rate setting as a multiple Dimension settings.

Once saved, the Dimensions merged into one consolidated tag with a “>” symbol separating each
Dimension (see below), and the tag turns from gold to gray.
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Qwrmy

x
Status: QA » Account: Hampton Radiology >
Priority: 2hr STAT

Default Settings

?Ammt: Hampton Radiclogy l%ﬁm‘

Add Dimension | M | Add Dimension | v | M |
Rate Settings Rate Settings

Metric | Lines v | Metric | Lines v |

Rate | 0 | Rate | 0 |

Line Settings
Line Settings

Line Count Met v
Method | |

Line Count Net v
Method | |

|« Include Template Characters
o |##| Include Template Characters

Edit Pay Settings
To edit an existing dimension settings:

1. Click the Dimension tag to be edited. The tag turns gold to indicate it has been selected.
Settings related to the selected Dimension load into the Details Panel.

2. Make the changes as required.

3. Click the “Save” button.

Delete Pay Settings

II ”

To delete a Dimension, click the blue
Details Panel.

in the top left edge of the tag. The tagis removed from the
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Named Facility functions

The term “Named Facility” refers to the Accounts serviced by the Transcription Organization. Any
Accounts that display in the drop down that displays in the top-left corner of the Folder View are the
Named Entities.

When a Named Facility is selected from the drop down, some of the functional areas that display under
the “Account Settings” change. The functional areas that appear are:

e |locations

Hampton Radiology
Settings

~N
Hampton Radiclogy

ﬁ Account Settings

e Users

e Associations

Locations

e Dictators

Users

e Bill Settings Associations
Dictators

e Templates Bill Settings
Templates

e Patient Import Patient Import

Locations

Facilities sometimes have more than one location. In such situations, multiple locations can be
added to the same Facility via the “Locations” area in the Folder Pane for a Named Facility.

When multiple locations are present, Dictators can be given permission to access dictations and

transcriptions for all locations, while Facility staff can be restricted to only access dictations and
transcriptions for their own location.

The “Default” Location is the primary location created when the Facility is first registered or added
as a new account and is assigned to all Dictators and users if no additional Locations are created.
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The Locations feature is used in conjunction with the call-in dictation system, where Dictators enter
a code ID that corresponds with the Location. This attaches an ID to the dictation that identifies it as
belonging to the selected Location.

In the below example, the selected Location named “Atrium” has a Location ID Code of “2”. That
code, along with any other location codes, are listed on the call-in dictation instruction sheet for the
Dictator’s reference. Once the Dictator presses “2” when prompted for the location code, the
dictation gets assigned to the Atrium location. Any Facility staff at that location will have access to
the completed transcription, while users at other locations (such as Southside, see below) will not.

Hampton Radiology psimpson | 5.8.334 | report bug
Settings Folders Settings Reports Logout
Hampton Radiology L= i Save
‘ . n [ sove J§ New |
y Setings T 3 rium
B Acountsettings | : Code
Uptown 3
Locations
—~——
Usel
Associations
Dictators
Bill Settings
Templates
Patient Import

Notes on Location:
1. |If a Dictator mistakenly presses the wrong Location ID, the Location ID cannot be manually
changed. Please contact the helpdesk for assistance.
2. If aLocation ID is not assigned to a dictation, the Location ID cannot be manually added to
the dictation. Please contact the helpdesk for assistance.
3. Please contact WebChartMD Support Team for changing the Location from “Default” to a
named Location and vice versa.

Location Management

To add a new Location to a Facility:

1. click on the “New” button in the Details Panel. This creates a new placeholder row
highlighted in gold (below).

2. Enter the name of this new Location in the “Name” field in the Details Panel, and add a
numeric value representing the new Location in the “Code” field.

3. Click the “Save” button to create the new Location.
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Atrium

Default |

Southside |

Uptown 3

Edit Location
To edit an existing Location:

1. Select it in the Users Section so it highlights in gold.

2. Edit the Name and/or Code field and click “Save” to save the changes to the Location.

Southside |

Note: To delete a Location, please contact WebChartMD Support Team.
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Users

The “Users” section under the “Named Facility” dropdown is used to add and manage Facility users.

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

A detailed description of “Exports” is found on page 131, in the Users section under the “All
Facilities” section.

@ Re-send Invite Email

A detailed description of “Re-send Invite Email” is found on page 132, in the Users section under the
“All Facilities” section.

The User Details Panel

The “User Details” panel has five sections:

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.
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@ 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.

@ Workflow: contains settings that determine the file routing maximums if the user has a
“Transcriptionist” role.

L C @ betawebchartmd.com/setting
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¥
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Bulk Import

A detailed description of “Bulk Import” is found on page 134, in the Users section under the “All
Facilities” section.

User Details

A detailed description of “User Details” is found on page 138, in the Users section under the “All
Facilities” section.
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Roles
Roles available include:

Dictator

The “Dictator” role is assigned to any team member that dictates audio files to be transcribed.
Typically, this is a healthcare provider who is the person at the point of care, and who dictates the
patient encounter for documentation purposes.

Office Manager

The “Office Manager” role is an administrative position with administrative oversight of the
workflow within WebChartMD. Typically, the Office Manager is given permissions to many if not all
of the Access and Actions Permissions in the Detail Panel. Office Managers have access to the
“Reports” area by default.

Office Staff

The “Office Staff” role is used to give certain Facility team members a more limited set of
permissions. For example, a front desk staff person may be given the permission “Open
Documents” in the Access area but not “Edit Documents” in the Actions area.

Transcriptionist

The “Transcriptionist” is for any in-house Transcriptionists at a Facility who work alongside of the
Transcription Team in a transcribing capacity.

Permissions
Permissions are divided into two sections — “Access” permissions and “Actions” permissions.

Hampton Radiology
Settings Folders Settings Reports Logou

= @ Bxport £3 Re-send Invite Email

Hampton Radiology first or last name

Tile  Fist  Middle Credentials Email
é My Settings i Save New {E Delete
New User -
Al . Location Southside v
Account Settings Jimmy Amold MD,FACP  nathan@webc.. jamold Default
i T, . Roles
=S Traci Bales traci@webchar... | tracibales12 Atrium
Traci Bales MD traci@webchar.., | tracibales16 Atrium [l pictator Office Manager
L Office Staff Transcriber
Associations John Coronia mark@webcha... jcoronia Default
Dictators Suhzs Demg Office St traci@webchar... suhasdemaoffi... | Default o Permissions
Suhas Demo Provider traci@webchar.., | suhasdemopro... | Default
Bill Settings Open Play Dictations
Janice Evans mark@webcha... jevans Default Documents
Templates Dr April Fairchild MD,FACS | afairchild@web... afairchild Default [l View Pending View Inbax
Patient Import George Frasier mark@webcha... | girasier Default [l \iew, Rejected View Final
Marvis Jenkins mark@webcha... marvis10 Default
View Notes
Dr. Jimmy Johnson Nathan@Web... | Jimmylohnson | Default
J Malk E: bchar., 4 Default
asan 2 raci@webchar.., | newuser <fau Actions
Danie McLaughlin danielmclaugh... dwmh00 Default W £ Documents Upload
Or.  |Isha Surgery | Mehta mark@webcha... mehta Default
Finalize Reject
D David Mizel MD,FACS  jane@dsimedic... dmizell Default
Hampton s, raci@webchar... | HamptonRadQ... | Default Delete Print
Jessica Ramirez jramirez@mem...  jessicafilippone1 | Default [l £
Dr James Renault felizondo@nu... | jrenault Southsid
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Access

e Open Documents: This permission allows transcriptions to be opened. If this permission is
not given, the “Open” button in Folders views toolbars is removed.

e Play Dictations: This permission allows audio files to be playable from the Portal. The “Play
Audio” icon/function on the “Actions” column is available only if this permission is checked.

e View Pending: This permission allows the user to access the dictations in the Pending folder.
A detailed description of the Pending folder can be found on page 80 in the All Documents
section.

e View Inbox: This permission allows the user to access the transcriptions in the Inbox folder.
A detailed description of the Inbox folder can be found on page 82 in the All Documents
section.

e View Rejected: This permission allows the user to access the transcriptions in the Rejected
folder. A detailed description of the Rejected folder can be found on page 88 in the All
Documents section.

e View Final: This permission allows the user to access the transcriptions in the Final folder. A
detailed description of the Final folder can be found on page 90 in the All Documents
section.

e View Notes: This permission allows the Notes folder to be visible. If this permission is
unchecked, the Notes folder is not visible.

Hampton Radiology
Settings Folders Settings Reports Logou

= @ Export [ Re-send Invite Email

first or last name
Title

Hampton Radiology

o R First
é My Settings

Middle

Credentials

il Save New [ Delete

i Hew User 5 ’
: Location Southside v
Account Settings Jimmy Amold MD,FACP nathan@webc... jamold Default
" i T balesl 3 : Roles
- Traci Bales traci@webchar... | tracibales12 Atrium
_ Traci Bales MD traci@webchar... | tracibaleslé Atrium Dictator Office Manager
John Blackwell MD traci@webchar... johnblackwelll | Default ) i
L Office staff Transcriber
Associations John Coronia mark@webcha... | jcoronia Default
Dictators Suhas Demo Office St.. traci@webchar... suhasdemooffi.. Default - Permissions
Suhas Demo Provider traci@webchar... | suhasdemopro... | Default
Bill Settings Open Play Dictations
Janice Evans mark@webcha... jevans Default [ Documents
Templates Dr April Fairchild MD, FACS | afairchild@web... afairchild Default [l View Pending View Inbox
Patient Import Gearge Frasier mark@webcha..  girasier Defaut W view Rejected ewEinal
Marvis Jenkins mark@webcha... marvis10 Default
View Notes.
Dr.  Jimmy Johnson Nathan@Web... Jimmylohnson  Default
Jason Malk traci@webchar..  newuserd Default W ions
Danie! McLaughlin danielmclaugh... dwmh00 Defautt [l ¢4 Documents Upload
Dr. |Isha Surgery | Mehta mark@webcha... mehta Default
Finalize Reject
Dr. | David Mizell MD,FACS  jane@dsimedic... dmizell Default
Hampton OfficeManager traci@webchar...  HamptonRadO... | Default Delete Print
Jessica Ramirez jramirez@mem... jessicafilipponel Default Ml .0
Dr | James Renault felizondo@nu... | jrenault Southsid|
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Actions

e Edit Documents: This allows the user to edit transcriptions. For more information about
editing, please see page 98.

e Upload: This permission allows the user to upload dictations from the CP Upload software.
The CP Upload software uses the handheld recorders to upload audio files.

e Finalize: This permission allows the user to Finalize transcriptions from the Dictator’s Inbox
folder and move them into the Final folder. To finalize a transcription:
1. Click the transcription in the Inbox to select it.
2. Pressthe “Finalize” button in the toolbar.
3. When the “Confirm Finalize” pop-up box appears, click “Finalize” (or “Cancel” to cancel).
4. Selected document(s) will move from the Inbox to the Final folder.

e 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 63.

e Delete: This allows the user to delete dictations and transcriptions from the workflow. For
more information about deleting, please see page 34.

e Print: This allows the user to print transcriptions.

e Fax: This allows the user to fax transcriptions. For more information about faxing, please see
page 85.

e Create Draft: when the “Dictator” Role is selected, an additional Permission appears,
“Create Drafts”.
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User Management

A number of functions related to Users are managed from the Users panel:
e Create User
e Edit User

e Delete User
e Bulk Create User

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.

P3 3 NSO p pso 8 b o
B old g 0 go
= @ Export £3 Re-send Invite Email
All Facilities first or last name
é My Settings New User
ﬁ Account Settings il T e @eEulk mport
Traci Bales traci@webchar... | balestracil St}
Accounts
Lowen Bales lowenbales@g... | lowenbales3 5t
_ Traci Bales traci@webchar... | tracibales15 Tr;
Associations Quinn Bales traci@webchar... | quinnbales2 Tn;
e
) Jasmine Brown mark@webcha... | jasmineb T
Dictators Liser Neatails
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.
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psimpson | 5.8.326 | report bug
Settings Reports Logout

Paula Simpson
Settings Folders

< @ Export £ Re-send Invite Email

All Facilities first or last name

&? My Settings

Last Credentials

[ save J| New ] Delete]

@ sulk import

traci@webchar...  zbaleslr

Jasmine Brown mark@webcha... | jasmineb

Jordan

Connelly mark@webcha... jerdancon

Associations Margarie Coombs mark@webcha...  mcoombs
P Gina L Davis mark@webcha... gdavis
I rs 0
Dolores Feeny mark@webcha... | dfeeny User Details
Pay Settings ;i i .
Paula Franklin traci@webchar...  pfranklind1 Email * traci@webchartmd,
u Workflow Settings Faith Hansen ritesh@webcha... fhansen Titl I:I
= itle
Barbara Johnston traci@webchar... | bjohnston
Sally Jones mark@webcha... | sallyjones Q
- - wade [ ]
Gloria LaFarce traci@webchar... | glaforce name
Joznne Lee mark@webcha... | joannelee Last name *
Gerry Miles traci@webchar...  gmiles Credentizls I:I
Connie Miller Nathan@WebC... conniemiller Phone / SMSl:I
User Pool traci@webchar...  SYS@POOL-US
Editor Review traci@webchar... QA_DMD 7 I:l
Michael Serofani mark@webcha... mscrofani Timezone
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 NSO psimpso 6 o
g olde e g Repo g
ﬂg @ Export @ Re-send Invite Email
All Facilities first or last name
&' L4y SR Zoey Bales traci@webchar... | zbalesir T
Lowen Bales lowenbales@g... ' lowenbales3 Si eBu\klmport
Jasmine Brown mark@webcha... jasmineb T
Accounts
Jordan Connelly mark@webcha... | jordancan i
Margarie Coombs mark@webcha...  mcoombs T
Associations Gina L Davis mark@webcha... gdavis i
v
) Dalores Feeny mark@webcha...  dfeeny T
Dictators User Details
Paula Franklin traci@webchar... | pfranklin01 i
Pay Settings Fa_ith l—an&n ritesh@webcha... fhansen T4 Email © mark@webchartmd.con|
u Workflow Settings Barbara Johnston traci@webchar... | bjohnston T Title l:l

First name * Sa\ly
Gloria LaForee traci@webchar... | glaforce i
o—
Gerry Miles traci@webchar... | gmiles T U=Dr2 Jones
Connie Miller Nathan@Web... | conniemiller | Credentials l:l
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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?

Remove
-

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 is used to enable and disable a user’s access to dictations and transcriptions
for Dictators at the Facility.

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

psimpson | 5.8.332 | report bug
Folders Settings Reports Logout

Hampton Radiology
Settings

= & Save Associations

Hampton Radiology st or last name

2 ) Facility Name:
é My Settings

- Sy Aol Hampton Radiology 0of15
ﬁ Account Settings Traci Bales Amald
— Traci Bales Bales
John Blackwell Bales
N John Coronia Blackwell
Associations Suhas Dermo Office Staff/Admin Derma Provider
™ Suhas Deme Provider Fairchild
Janice Evane Johnson
Bill Settings ;
o April Fairchild Malk
Templates George Frasier MecLaughlin
Patient Import Marvis Jenking lsha Surgery Mehta
o, Jimmy Jehnsen David Mizsll
Jason Malk James Rensult
Danel Melaughlin Marvin ) Sanders
O, Isha Surgery Mehta Charles Tille
D, David Mizell James Waodsard
Hamptan OfficeMansger
Jessica Ramirez
or James Renaut
Jehn Rogers

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.

Managing Associations

A detailed description of adding and removing Associations for users is found on page 149, in the
Associations section under the “All Facilities” section. Use these same steps to create, manage and
remove Associations between a Facility user and a Dictator.
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Dictators

A detailed description of all settings options in the “Dictators” screen is found in the Users section
under the “All Facilities” section on page 154. Follow the steps listed in that section to manage
Dictator settings.
Note on Dictators section:

1. When “All Facilities” is selected in the dropdown, the Users Details section shows all

Dictators for all Facilities serviced by the Transcription Team. When a named Facility is
selected in the dropdown, only Dictators at that Facility are displayed.

Bill Settings
Bill Settings is used to set the line count methodology and the Bill Rates for each of the Dictators at
the Named Facility. Dictators can be assigned multiple Bill rate settings as required by the
Transcription Organization’s agreement with the Facility. Examples would be:

e One Bill rate for standard TAT but a different bill rate for STAT files.

e One Bill rate for one work type but a different bill rate for another work type.

Note: The “Bill Settings” menu is replaced by “Pay Settings” when the dropdown is changed from a
Named Facility to All Facilities.

A detailed description of “Dimensions, Rate Settings, Line Settings and line count options is found on
page 166. Use those same steps to create and manage Bill Settings.
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A template, also referred to as a work type, is a pre-formatted document usually containing sections
and subsections into which the Dictator’s transcribed content will be placed by the Transcriptionist.
Templates often include Facility-specific identification information (often found in the document

header). An example of a typical template appears below:

CONNOR CHIROPRACTIC
100 MAIN STREET
LEWISTON, TN 37056
TEL: 423-988-0110 FAX: 423-202-2001
NAME:
DOB:
MRN:
PROGRESS NOTE
SUBJECTIVE: Text here
PHYSICAL EXAMINATION: Text here
DIAGNOSES:
1.
2.

TREATMENT PLAN: Text here

James S. Doe, MD
JSD/mit

D: T:

\

Creating Templates

Templates in WebChartMD are created using Microsoft Word. WebChartMD uses the Bookmarks
feature within Microsoft Word for loading and managing metadata within templates. For a full

description of the template creation process, see Appendix 1, on page 245.

Folder Management Functions

There are no Folder Management Function buttons in this section.

The User Details Panel

The Fields laid out in the “Document Template” section are:

e Template Name: The name of the template is a free text field. The name given becomes the

display name throughout the workflow on all screens and management reports.
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e Description: Extra information that can be added to identify the template. This field is not
visible to the Transcriptionist. It is only visible within the Portal.

e Template File: This field is used to upload the template into the Template Manager. It has a
“Choose File” button and a field next to it. Clicking on the Choose File button launches a
Windows Explorer allowing the user to browse to the template and upload it.

e Phone Code: This field works in conjunction with the call-in dictation system. Add the
numeric identifier assigned to the template for call-in dictation purposes.

e Default TAT: This is a dropdown field that holds the six STAT options. This dropdown menu
allows the template to have a default STAT priority assigned to it. More details on the
priority details can be found on page 167.

e Default Transcriptionist: This is a dropdown menu that allows the template to have a default
Transcriptionist assigned to it. Default Pool: This is a dropdown menu that allows the
template to have a default Pool assigned to it. More details on the Pools can be found on
page 213.

e Bill Template Characters: This is a dropdown menu that has three options:
o Inherit: This uses the setting for Template characters for the Dictator.
o Include: This includes the Template character count into the total Line Count.
o Exclude: This excludes the Template character count into the total Line Count.

e Pay Template Characters: This is a dropdown menu that has three options:
o Inherit: This uses the setting for Template characters for the Transcriptionist.
o Include: This includes the Template character count into the total Line Count.
o Exclude: This excludes the Template character count into the total Line Count.

e Add Lines to Bill: This field allows the user to add or subtract a fixed number of lines to the
Bill Line count. For example, if a document has a line count of 20 lines and “5” has been
entered in this field, the total Bill Line count becomes 25. If the document has a line count
of 20 lines and “-5” is entered in this field, total Bill line count becomes 15.

e Add Lines to Pay: This field works identically to “Add Lines to Bill”, but for Pay Lines.

e Add Lines % to Bill: This field allows the user to add or subtract a percentage of lines to the
Bill Line count. For example, if a document has a line count of 20 lines and “25” (i.e. 25%)
has been entered in this field, the total Bill Line count becomes 25. If the document has a

line count of 20 lines and “-25” is entered in this field, total Bill line count becomes 15.

e All Lines % to Pay: This field works identically to “Add Lines % to Bill”, but for Pay Lines.
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Work type Text: This field is used to enter specific text that is used by the interface to
identify documents as they are imported into their systems. For more information please
contact WebChartMD Support Helpdesk.

Interface Code 1: this field is used when configuring HL7 interfaces. Contact the helpdesk
for more information.

Interface Code 2: this field is used when configuring HL7 interfaces. Contact the helpdesk
for more information.

Template Management

A number of functions related to Templates are managed from the Document Template panel:

Upload Template
Edit Template
Delete Template

Upload Template

Click the “New” button in the Document Template panel. This creates a new blank row on
screen.

Click the “Choose File” button and browse to the template on the local computer.
Add information to the fields in the Document Template panel as described above.

Click “Save” to upload the template.

Hampton Surgery psimpson | 5.8.332 | report bug

Settings Folders Settings Reports Logout

Hampton Surgery All Dictators *

é My Settings
ﬁ Account Settings

Template Name

Document Template

Locations Template Name ‘ |

e Description ‘ |

- TemplatzFile | Choose File | No fi...hosen|
Associations

Phone Code ‘ |

il i Default ‘

Dictators

v]
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Upload Group Template vs. Individual Dictator Template

Templates can be shared by all Dictators at the Facility, and/or Dictators can have Templates
uploaded for their use only.

Uploading Shared Templates

To upload a template that will be used by all Dictators at the Facility, set the drop-down in the top-
left corner of the Templates screen to “All Dictators” (see below) and repeat the above steps for
saving the Template.

Hampton Radiology
Settings

Hampton Radiolog

All Dictators

. .cmplate Name Description Modified
My Settings

. Basic Template 02/03/20 17:02
ﬁ Account Settings Basic Template 02/03/20 17:02
. CT SCAN 02/24/20 19:45

Locations
CT W CONTRAST 02/14/20 15:38
Users ICMC XRAY 11/11/19 15:44
e imedat 07/09/19 14:17
LETTER 02/24/20 15:13

Uploading Individual Dictator Templates

To upload a template that will be used only by an individual Dictators at the Facility, set the drop-
down in the top-left corner of the Templates screen to the Dictator’s name (see below) and repeat
the above steps for saving the Template.

J. Arnold v

T " _ cnammie Description Medified

Uniform Credentialing Form 04/01/19 09:50

Edit Template

Edits can be made to either the metadata and Settings for a Template in the Document Template
panel, and/or the Template itself.

Edit metadata and Settings
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1. Click on the Template that needs to be edited so its details load into the User Details panel
in the right side.

2. Edit the settings as needed.

3. Click “Save” to save the changes.
Edit Template

1. Double-click the row for the Template to be edited. The Template opens in Microsoft Word.

2. Made needed edits, and press “Save” (not Save-as) in Microsoft Word.

3. Pressthe “X” or use Close to close out of Template. Edits made are saved to the Template.

Delete Template

1. Click the Template to be deleted, Template name is highlighted in gold.

2. Click the “Delete” button in the Document Template panel.

Notes on Templates:

If a Template is deleted by mistake, please contact WebChartMD Support to restore the template.
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Patient Import

Hampton Radiology psimpson | 5.8.334 | report bug

Settings Folders Settings Reports Logout
Hampton Radiology L [0 L=ty DOB =

& My Settings (2]

Bulk Impert

ﬁ Account Settings
Locations

Users

Associations

Dictators

Bill Settings
e

Patient Import
——

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

To use the “Bulk Import” feature:

Step 1

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 psimpson | 5.8.334 | report bug
Settings Folders Settings Reports Logout

(7]
Bulk Import

Hampton Radiology D # First Last ¥ DOB Sax

& My Settings
n Account Settings

Locations

Users.

Associations >
Dictators o

::::: Bulk Import

Patient Import
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Bulk Import Patients

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 a list) , or the
format provided in our patient import
template.

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

Blue rows are unsaved.

Once you have reviewed all patients, click
the "Save’ button to add the patients.

Close

To download the template sample with available columns, click the “patient import template” link
(above).

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

AutoSave (@ or) 5 ] webchartmd-patient-importxsx - Excel m — =]

Home Insert  Pagelayout  Formulas  Data  Review View Help O Search  share | | O Comments

2 Wrap Text General 1 E B & e i E /O g

iy EA Cut Calibri o e == #
2 Copy ) Fill+
Paste === o Conditional Formatas Cell | Insert Delete Format Soit& Find &  ldeas
BIU-Hi-|&d-A. === ) - -9 %8
- <F Format Painter == = === B Merge & Center $-%> % Formatting~ Table~ Styles~ . . - & Clear~ Filter = Select~
Clipboard fa Font ] Alignment fa Number i Styles Cells Editing Ideas ~
K15 a2 L S
A B c D E PG H 1 ) K L M - Q R 5 T u v w4
MRN_|FirstName | MiddleName| LastName | DOB | Notes|sex|prefix|suffix|Degree| Addressi |address2|  city  |state| zip |country| HomePhone | workPhone | Maritalstatus | secondaryMRN | AccountNumber|  ssn
2 [ABC123 John A DoNotsave 1/1/2018 M ML 123 Fake St. JohnsonCity TN _ 37602 USA _ 555-555-5555 800-555-5555 DEF-567 11133344 111223333

I )

B
B

Step 2

Format your data sheet to match the column headers presented in the sample template sheet (above
and below images) and use the “copy” feature in excel to copy the data to your clipboard. Please note:
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Make sure to select and copy only those rows and columns that hold data required to be imported. Do
not include blank rows or columns outside of those containing data to be imported.

webchartmd-user-import (15)xlsx - Excel

Traci Bales (WebChartMD)

Step 3

File Home Insert Page Layout Formulas Data Review View Help 2 Tellme 1 Share =
Eﬂ & Calibri -l - General - | [l Conditional Formatting~ | Elinset - | % - 4%~
g D I - B I U~ A A $-9% 9 3 Format as Table ~ EX Delete - | [ O~
= S |EHe|a-A- 0 0 B2 Cell Styles - [E]Format~ | &~
Clipboard 1 Font [F] Alignment Gl Number & Styles Cells Editing -
E2 i 5 || Mm.D. v
A B C D E F G H | J | K-
1 Title | First | Middle | Last Credentials Email | InterfacelD | PhonelD | PhonePass
24| Dr. Khadija A, Arnold M.D. karnold@test.com 123 456
3§|Dr. Lee W Brigg M.D. lbriggs@test.com 156 389
Dr. Alicia R. McFarlane |M.D. amcfarlane@test.com 646 54
s§|or. Lachlan D. Dunn M.D. Idunns@test.com 168 298|
Dr. Margie L. Daniel M.D. Idaniels@test.com 33 264
Dr. Isabelle P. Castillo M.D. Icastillos@test.com 397 349
Dr. Ellie K. Zimmerman [M.D. lzimmermans@test.com 671 739
Dr. Cerys C. Allen M.D. lallens@test.com 829 318
1@|Dr. May E. Carson M.D. Icarsons@test.com 3N 968
14| Dr. Kalin D. Smith M.D. |Ismiths@test.com 398 389
1 &
13
14
15
16

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

Hampton Radiology
Settings

Hampton Radiclogy

3 22222 Chris Alan
é My Settings En = o
B8 Account Settings | 55555 Chris Johnson

. dadad Susan Kohls
Locations

33333 Mandy Smith

Users
Associations
Dictators
Bll Settings
Templates
Patient Import
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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 | 5.8.334 | report bug

Folders Settings Reports Logout

Hampton Radiology
Settings

Hampton Radiclogy
- 2222 Alsn
& My Settings h11n1 John Doe M °

ﬁ Account Settings 5555 Chris Johnson

3 hasaq Susan Kohls
Lacations
3333 Mandy Smith

Users

Associations
Dictators
Bill settings.

Templates

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 patient 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 “patient import template”.
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Workflow Settings

The “Workflow Settings” menu under the “All Facilities” dropdown provides routing rules that can
be created to govern the flow of dictations and transcriptions through the workflow. These routing
rules can be used to automate key decisions based on specific workflow needs.

Paula Simpson
Settings

All Facilities

ﬁg‘ My Settings

Ac tings

-

Workflow Settings
Worktlow Rules
Pools

Associate Transcriber

The Workflow Settings has three options available under it:

e  Workflow Rules: This section is used to create and manage rules that manage dictation and
transcription workflow.

e Pools: This section is used to create and manage specific pools used in the workflow.

e Associate Transcriptionist: This section is used to add and remove specific Transcription
Team members from pools.

Workflow Rules

WebChartMD allows for “Rules” to be set up that govern how dictations and transcriptions will
move through the workflow. These rules can be as specific or general as needed to meet the
workflow requirement.

The Rules section works in combination with the Application section below it to create the desire
workflow action. It can be thought of as an “if-then” statement, in which the Rules section defines the
“if”, and the Application section defines the “then”. Another way to describe how the two sections work

together is:

“If the set of conditions in the Rules section is met, then apply the settings in the Application section.”
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Folder Management Functions

There are no Folder Management function buttons in the Workflow Settings toolbar.

The Details Panel

The Details Panel can be divided into three sections:

Workflow Rules Name: This section holds the name of the Rule.

Rules: This section holds fields that are the objective of the Rule.

OXNO,

@ Application: This section defines the action to be applied if the rules created in the Rules
section are matched.

Paula Simpson psimpson | 5.8.334 | report bug

Settings Folders Settings Reports Logout

Facility Dictator  Priority Current Status  Being Sent To Transcriber
% My Settings Workflow Rules

. QA Production ...
ﬁ Account Settings Mame * \ |
2 hour stat Hampton Radi... 2hr STAT
ﬂ Workflow Sett'mgs Review MT Inb...  Hampton Radi... 2hr STAT  Pending In Inbox 0... 1f file matches below rule(s):
— — —
Workflow Rules Fidelity Insuran... Jacobs and Jac... | Lowen Bales 2hr STAT Inlnbox Glen orce
Facility ‘ v |
Fers Dictator ‘ v |
Associate Transcriber Template ‘ v |
Pricrity ‘ v |
Current Status | v |
Being Sent To ‘ v |
Flag ‘ v |
Transcriber ‘ v |
Pool ‘ v |

Apply these settings:

Transcriber

| |
Paol ‘ v |
@ Pricrity ‘ v |
Flag ‘ v |
Status v
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Name

Enter the name of the rule being created in this free text field. The name should describe what the
intent of the Rule is so it’s easy to identify what the Rule does.

Rules

The rules created can be as broad or as specific as needed. For example, a rule can be created at the
Facility level, which would then apply the rule to all Dictators at the Facility. Or, a specific Dictator can
be selected, in which case the rule would apply to that Dictator but no others at the Facility. Further
examples of setting rules will be given in coming pages. The Rules section has nine options for creating
the workflow scenario the rule is meant to govern. The nine options for creating rules are:

Workflow Rules

MName *

If file matches below rule(s):

Facility v
Dictator v
Template v
Priority v

Current Status
Being Sent To

Pool v

Apply these settings:

GEOO

OO

Transcriber

Pool

Flag

| |
| |
Prierity | v |
| |
Status | |

@ Facility: This dropdown contains the names Facilities that are serviced by the Transcription
Team. Items of note:

o If a Facility is selected, then the Rule is applicable to just that Facility.
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o If the Facility is not selected, then all Facilities have the Rule apply to them.

@ Dictator: The Dictator dropdown contains the names of all the Dictators at all the Facilities
serviced by the Transcription Team. Items of note:

O

If a Dictator is selected, the rule being created will apply to that Dictator only.

If a Facility is not selected and a Dictator is not selected, then the Rule applies to all the
Dictators at all the Facilities serviced.

If a Facility is selected, the Dictator dropdown only displays the Dictators at that Facility.

If both a Facility and a Dictator from that Facility is selected, then the Rule applies to the
selected Dictator only.

@ Template: This dropdown contains the templates for all the Dictators serviced by the
Transcription Team. Items of note:

O

O

Selecting a template in this dropdown applies the Rule being created to that template
only.

If a Dictator is selected, then only the templates for that specific Dictator display.

@ Priority: This dropdown contains all available priorities available with WebChartMD. For
more information on the Priority please see page 167. Items of note:

o Selecting a priority in this dropdown applies the Rule being created to that priority
only.

o If a Dictator is selected, then only the priority on dictations for that specific Dictator
will have the rule applied to.

@ Current Status: This dropdown defines the dictation or transcription’s current location in the
workflow.

o Selecting a status in this dropdown applies the Rule being created to files in that
status only.

o If a Dictator is also selected, then only the files for that specific Dictator in the
specified Status will have the rule applied to.
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@ Being Sent To: This dropdown defines where the dictation or transcription is being sent after
the Current Status. Items of note:

o “Being Sent to” is used in conjunction with “Current Status” as a means of
delineating in cases where dictations or transcriptions are destined for different
folders in the workflow. For example, completed transcriptions being sent to the
Dictator’s Inbox might follow one rule, while transcriptions being sent to the
Dictator’s Final folder might follow a different rule.

@ Flag: WebChartMD provides flags that can be set on files to highlight them in the Portal.
Flags can also be set on files to trigger Rules. For more information on Flags, please see page
46.

o Selecting a Flag in this dropdown applies the Rule being created to files with that
Flag only.

o If a priority is selected, then only the files with the priority and the selected flag will

have the Rule apply to.

Transcriptionist: This setting lists all Transcriptionists at the Transcription Team in the
dropdown. This option is used to assign specific dictations or transcriptions to a particular
Transcriptionist.

o Selecting a template in this dropdown applies the Rule being created to that
template only.

o If a Dictator is selected, then only the templates for that specific Dictator display
@ Pool: This setting lists all the Pools created for the Transcription Team in the dropdown. This
option is used to assign specific dictations or transcriptions to a particular pool.
o Selecting a Pool in this dropdown applies the Rule being created to that pool only.
o If a Dictator is selected, then only the templates for that specific Dictator display
Application

The Application section has five options that get applied to the files once the Rules requirement has
been met. The Rules section works in combination with the Application section below it to create
the desire workflow action.
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The five options for creating rules are:

Workflow Rules

MName = | |

If file matches below rule(s):

Facility

Dictator

Template

Priority

Being Sent To

Flag

Transcriber

| |
| |
| |
| |
Current Status | v |
| |
| |
| |
Paool | |

Apply these settings:

Transcriber v

Status

OGO

@ Transcriptionist: This dropdown contains the names of all Transcriptionists at the
Transcription Team.

o If a Transcriptionist is selected, then application of the Rule means that the Files
that meet the criteria of the Rule will be routed to the Transcriptionist.
@ Pool: This dropdown contains the names of all the Pools created by the Transcription

serviced by the Transcription Team. Items of note:

o If a Dictator is selected in the Rule section and a Pool is selected in the Application
section, then all Files from the Dictator gets directly routed to the Pool.
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o The Workflow Rule takes precedence over routing assignments set at the Dictator
menu.
@ Priority: This dropdown contains all the Priorities for the files. Iltems of note:

o Selecting a Priority in this dropdown applies the Rule being created to all the Files that
match the Rule requirements.

o If a Dictator is selected, then only the templates for that specific Dictator display.

@ Flag: This dropdown contains the Flags available with WebChartMD. Items of note:

o Selecting a Flag in this dropdown applies the Flag to all the Files that match the Rule
requirements.

o If a Dictator is selected, then only the Flag on dictations for that specific Dictator will
have the rule applied to.

@ Status: This dropdown contains the Flags available with WebChartMD. Items of note:

o Selecting a status in this dropdown applies the Rule being created to files in that
status only.

o If a Dictator is also selected, then only the files for that specific Dictator in the
specified Status will have the rule applied to.

Workflow Rules Management
Transcription Team administrator can create, edit or delete Workflow Rules.
Create Workflow Rules

To create a new rule, here are the steps:

Rule: Rule: Rule: Rule: Rule: Rule: Delet
elete
Facility Dictator  Priority Current Status  Being Sent To Transcriber
Workflow Rules
QA Production ...
MName * |

2 hour stat Hampton Radi... 2hr STAT
Review MT Inb... | Hampton Radi... 2hr STAT | Pending InInbox Margarie Coo... If file matches below rule(s):
Fidelity Insuran... | Jacobs and Jac.. | Lowen Bales | 2hr STAT | InInbox Gloria LaForce
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Step 1
Click on the “New” button so it creates a new row highlighted in gold for the new Workflow Rule.
Step 2

Fill in the “Name” field with the name of the new Workflow Rule. The “Name” field of the new row will
reflect the new name.

Rule: Rule: Rule: Rule: Rule: Rule:
[ New |

Workflow Rules

Facility Dictator  Priority Current Status  Being Sent To Transcriber

QA Production ... Name * | Dr. Fairchild Priority |

2 hour stat Hampton Radi... 2hr STAT

Review MT Inb... | Hampton Radi... 2hr STAT | Pending In Inbox Margarie Coo... If file matches below rule(s):

Fidelity Insuran... | Jacobs and Jac... | Lowen Bales 2hr STAT | InInbox Gloria LaForce Facility | v |
Step 3

Fill in the Workflow Rule and the Settings areas. In the example below, the Rule being created is “if a file
is in a Pending status for Dr. Fairchild, mark them as 1 hour STAT”.

Step 4:

Click on the “Save” button at the top. This will create that new rule and save it.

Rule: Rule: Rule: Rule: Rulez ling: -
T

Dictator  Priority Current Status  BeingSentTo  Transcriber
Workflow Rules

Review MTInb..  Hampton Rad. 2hr STAT | Pending In Inbox Margarie Coom... Ininbox

QA Production .. Production Tea... Praduction Tea... Name * ‘ Dr. Fairchild Priority |

Fidelity Insuran. Jacobs and Jac. Lowen Bales | 2hr STAT | InInbox Gloria LaForce XRAY POOL QA On Team A In Final
If file matches below rule(s):

2 hour stat Hampton Radi... 2 STAT Trac Bales

Faclity

Dictator Fairchild, April

v
v

Template v
Priority v
v

Current Status

Being Sent To

Flag

Transcriber

Pool

Apply these settings:

Transcriber

Pool

Flag
Status.

\
\
Priority [ 2nrstat v]
\
\
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Example 1

In our first example, the transcription admin needs to send all 4 hour STAT files to a specific

Transcriptionist.

Step 1: Click the “New” button.

Step 2: Name the Rule “STAT to Joanne”.

Step 3: Selecting the Rules and Applications:

Step 3a: Select the “4hr STAT” in the dropdown for STAT under Rules.

Step 3b: Select “Joanne” in the Transcriptionist under Applications.

Step 4: Click on “Save”.

Rule: Rule:

Dictator

Facility

STAT to Joanne
QA Production ...
2 hour stat Hampton Radi...
Review MT Inb... Hampton Radi...

Fidelity Insuran... | Jacobs and Jac...

Example 2

Rule:
Priority

4hr STAT

2hr STAT
2hr STAT
Lowen Bales  Zhr STAT

Rulez

Current Status

Pending

InInbox

Rule:
Being Sent To

In Inbox

Rule:
Transcriber

Margarie Coo...

Gloria LaForce

Production Tea...

HRAY POOL

Joanne Lee

Traci Bales

WebChartMD

(o now J  Delete

Workflow Rules

MName * | STAT to Joanne

If file matches below rule(s):

Facility

Dictator

Template

Priority dhr STAT

Being Sent To

Flag

Transcriber

|
|
|
|
Current Status |
|
|
|
|

Pool

Apply these settings:

Transcriber | Lee, Joanne

Pool |

Priority

|
Flag |
Status |

In our second example, the transcription admin needs to send all CT Scan dictations from Provider
Jimmy Arnold to the “Jimmy Arnold CT Scan” pool and flag them in Green.

Step 1: Click the “New” button.

Page 208 of 272 « WebChartMD - User Manual: Transcription Company Administrator Version



WebChartMD

Step 2: Name the Rule “Jimmy Arnold CT Scan to Special Pool”.
Step 3: Selecting the Rules and Applications:
Step 3a: Select the dropdown for Dictator to Jimmy Arnold.
Step 3b: Select “CT Scan” template for Dr. Arnold.
Step 3c: Select Pool “Jimmy Arnold CT Scan Pool”.

Step 3d: Select Flag as “Green”.

Step 4: Click on “Save”.

o Bl I I [ New ] |
ave ete

Workflow Rules

Dictator Priority  Transcriber Pool

Jimmy Amold CT Scan to Special... Jimmy Arnold [Hampton Radiclo] CT SCAN Jimmy Amold .. | Green

STAT to Joanne 4hr STAT  Joanne Lee Name * ‘ Jimmy Arnold CT Scan to Special p(‘

If file matches below rule(s):

Facility ‘ M
Dictator \ Arnold, Jimmy M
Template | [Hampton Radiolo] CT SCAN

Priority

Current Status

Being Sent To

Flag

Transcriber

Pool

Apply these settings:

Transcriber ‘ v

Pool ‘ Jimmy Amold CT Scan Pool M
Flag ‘ Green v

|
|
Priority ‘ v ‘
|
|

Status ‘ b

Example 3
In our third example, transcriptionist Connie Wallace submits all completed transcriptions directly to
the Dictator’s Inbox with the exception of MRI reports, which need to be sent to the QA pool for
MRIs.
Step 1: Click the “New” button.

Step 2: Name the Rule “Connie MRI to Pool”.
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Step 3: Selecting the Rules and Applications:
Step 3a: Select “Jimmy Arnold” under the dropdown for Dictator.
Step 3b: Select “MRI” template for All Providers under the Template. Note: The Template
will have the Facility Name in front of it along with the Provider. If the Template belongs to
All Providers, it will just have the Facility name in front of it.
Step 3c: Select “MRI Pool for Connie” under Pool dropdown for Settings.

Step 3d: Select “Inbox” under Status for Application.

Step 4: Click on “Save”.

Sl Pl P =5 == ' [ new Il Oclete ]

Dictator Template  Priority CurrentStatus  BeingSentTo Flag  Transcriber Pool
Jimmy Amold | (Hampton Radii.. MRI Peol for C..

Jimmy Amald Blue  Connie Wallace Name ‘ Connie MRI to Pool
[Hampton Radi... dhr STAT XRAY POOL dhe STAT

Workflow Rules

———— P If file matches below rule(s):

Jimmy Amold Pending
Arnold, Jimmy

Template [Hampton Radiolo] MRI

Priority

Being Sent To

Fiag

Transcriber

Cumrent Status [

Pool

Apply these settings:

Transcriber

pool MRI Pool for Cannie

Flag
Status

\
\
Priority ‘
\
\

Example 4
In our fourth example, the Transcription Team Admin needs to keep track of all dictations from
Provider Jimmy Arnold files depending on what the destination folder is. For instance, if files are
transcribed from Pending and submitted directly to the Dictator’ Inbox, they can flag it Green.
Alternatively, if files are transcribed from Pending and submitted to the QA for reviewing before
being sent to the Dictator’ inbox, they can flag it Red.
Step 1: Click the “New” button.
Step 2: Name the Rule “Dr. Arnold Files To QA”.
Step 3: Selecting the Rules and Applications:

Step 3a: Select “Jimmy Arnold” under the dropdown for Dictator.

Step 3b: Select “Pending” in the dropdown for Current Status.
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Step 3c: Select “QA” in the dropdown for Being Sent To.

Step 3d: Select “Red” under Status for Flag.
Step 4: Click on “Save”.
Step 5: Click the “New” button.
Step 6: Name the Rule “Dr. Arnold Files To Inbox”.

Step 7: Selecting the Rules and Applications:

Step 7a: Select “Jimmy Arnold” under the dropdown for Dictator.

Step 7b: Select “Pending” in the dropdown for Current Status.

Step 7c: Select “Inbox” in the dropdown for Being Sent To.

Step 7d: Select “Green” under Status for Flag.

Step 8: Click on “Save”.

WebChartMD

This creates two rules, one that takes effect if the files are transcribed and submitted directly to the
Dictator’ Inbox and the other when they are submitted to the QA folder.

Rule:

Rule:

Rule:

Rule:

direct route to ...
XRAY POOL
Connie MRI to ...

Dr. Amold Files...

Facility
Hampton Radi...

Hampton Radi..

Dictator Template
Jimmy Amald

[Hampton Radi.. | 4hr STAT
Jimmy Ameld | [Hampton Radi..

Jimmy Amold

Rule:

Pending

Rule:

In Inbox

Rule:

Priority Current Status  Being SentTo  Flag

Blue

Trans

Connie

Dr. Arnold Files...

Jimmy Amald |

‘ Pending

QA

MName *

Workflow Rules

Seti}
TS ETE BTN

| Dr. Arnold Files To QA

If file matches below rule(s):

Facility
Dictator
Template
Priority
Current Status
Being Sent To
Flag
Transcriber

Paol

| Arnold, limmy

4

P

.

| Pending

[ qa

4

4

a

a

Apply these settings:

Transcriber
Pool
Priority
Flag

Status

4

Red

a

.
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Edit Workflow Rules

To edit a Workflow Rule:
1. Click the row corresponding to the Rule to be edited. Row highlights in gold.

2. Details of the Rule populate into the Details Panel to the right. Make needed changes to the
Rule and/or Application settings.

3. Click Save.
Delete Workflow Rules
To delete a Workflow Rule:

1. Click the row corresponding to the Rule to be deleted. Row highlights in gold.

2. Pressthe “Delete” button in the Details Panel.
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Pools

A “Pool” is usually comprised of two or more members of the Transcription Team who collectively
transcribe dictations based on certain workflow requirements of the Transcription Organization.
Pools are used to create workflows that automatically deliver dictations to Transcriptionists without
any manual intervention by the transcription manager.

Transcriptionists can belong to as many Pools as required. When Transcriptionists belong to more
than one Pool, dictations will be ordered or prioritized in the Transcriptionist’s Pool based on
workflow definitions set elsewhere in the system, such as those set in Workflow Rules, or specific
TAT assignments made at the Template level.

Dictators can be assigned to Pools in two different ways. A simple Pool assighment can be made via
the Dictators screen (see page 158) if all dictations for a Dictator will be routed to the same Pool.
However, if more nuanced routing assignments need to be created, those are best done via the
Workflow Rules section.

Paula Simpson
Settings

All Facilities

é My Settings
Account Settings
u Workflow Settings

ules

Pool Name
B Johnston - Op Reports Miller
Cardio Pool

Dr. Arnold's Consults - Connie is ...
General Pool

Jimmy Amold CT Scan Paol

Maximum dictations per transeriber

Pool Description

General

Pool TAT

Standard
Standard
Standard
2hr STAT
Standard

psimpson | 5.8.334 | report bug
Folders Settings Reports Logout

e e o]

Pool Details

Name

Description

\
\
Priority ‘ 0 |

TAT Standard ¥

Ortho Pool all ortho files all accounts 12hr STAT

Production Team A Standard

e Transcriber

QA - Discharge Summaries Standard
QA - MRI Reports Hampton Radi... Standard
QA Dr, Amold MRis Standard

QA'E
| New [ Delete

eag Save
QA e
Pool Details

oo o o n o o o o o

Name | |

Description | | @

Priority | 0 P |

AT (s)

Folder Management Functions

®

“Maximum dictations per Transcriptionist”: This is a global setting that defines the
maximum number of dictations that will download to members of Pools. To set a maximum
number of dictations per Transcriptionist:
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1. Enter a number into the text field and a “Save” button.

Notes on “Maximum dictations per Transcriptionist:

1. This setting pertains to Pool dictations only. Dictations that are direct routed to a
Transcriptionist are not limited by this setting. More information on Routing can be
found on page 99.

@ Name: This field is used to create the name of the Pool.

Description: This field is optional and is used for any further details related to the Pool.

Priority: This field is used to establish a ranking, or weighting, of a Pool’s priority. The higher
the number entered, the higher the priority of the Pool. If a Transcriptionist is in multiple
Pools, the Priority setting routes dictations to the Transcriptionist based on the Pool’s
Priority. The default value for all Pools is “0”.

ONO

Notes on Priority:

1. If “0” is left as the Priority for all Pools, then dictations will route to Transcriptionists in TAT
order, meaning, oldest files will route first.

2. IfaPoolis assigned a Priority of “1” while all other Pools have a value of “0”, then all
dictations in Pool Priority 1 will route to be transcribed before any files from Pools with a
“0” value are routed.

@ TAT: This field sets a TAT for all dictations in the Pool.
Notes on TAT:

1. Describe TAT's relationship to Priority

Pools Management

Pools can be created, edited and deleted.
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Create Pools
To create a new pool:
Step 1: Click the “New” button in the Pool Details panel.
Step 2: Create the Pool Name. Add Description if desired.
Step 3: Define the Pool’s priority if other than the Default of “0”.
Step 4: Define the Pool’s TAT if other than Standard.

Step 5: Click “Save” to create the Pool.

Edit Pools
To edit a pool:

Step 1: Click the row of the Pool to be edited. Row highlights in

gold. 2

. . . . . Pool Details
Step 2: Edit the information in the Pool Details section.

Name | Jimmy Arnold CT Scan Pool |
Step 3: Click the “Save” button to save the changes to the Pool. Description | |
Priority | 0 |

Delete Pools TAT

To delete a pool:

[ |
Step 1: Click the row of the Pool to be deleted. Row highlights in Confirm Pool Deletion
g0|d' Are you sure you want to delete the
selected pool?
Step 2: Click on the “Delete” button.
Cancel
Step 3: Click “Delete” on the confirmation dialog box. L a
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Associate Transcriber
The Associate Transcriber screen is used to assign, or associate, Transcriptionists to specific Pools.
Notes on Associate Transcriber:

1. The Associate Transcriber function is used to add Transcriptionists to Pools. It does not
associate Transcriptionists to Dictators, which is done via the Associations screen. For more
information on using the Associations feature, please see page 217.

2. A Transcriptionist can belong to multiple Pools. When a Transcriptionist belongs to multiple

Pools, dictations will route into the Transcriptionist’s queue from each Pool according to the
routing priorities set for those Pools.

psimpson | 5.8.334 | report bug
Folders Settings Reports Logout

Paula Simpson

Settinas

& Save Associations

All Facilities pool name Search | Clear

& My Settings
ﬁ Account Settings

Pool TAT Pool Priority

G Workflow Settings

‘Workfiow Rules

all ortho files all accounts

Margarie
Gira L Davis
Dolores Feany
Paula
Faith

Barbars

Gloria LaForce
Joanne

Gerry Miles

Folder Management Function

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

®

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

Managing Associations

Associations between a Transcriptionist and a Pool can be edited, created and deleted.
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To Edit an Existing Association

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

o The left side of the screen shows all Pool names.
e The right side of the screen shows all Transcriptionists.

Note: This feature is only available when the dropdown in the top left has “All Facilities” selected, since
the Transcriptionists can service all Facilities and their Dictators.

2. Select the Pool by clicking the name in the left side of the panel. Transcriptionists that are already
associated with will display highlighted on the right side of the panel (see below).

Paula Simpson psimpson | 5.8.334 | report bug

Settings Folders Settings Reports Logout

= & Save Associations

Search J Clear

pool name

All Facilities

Pool Description Pool TAT Poaol Priority
d My Settings
B Johnston - Op Reports.. 0 Lowen Bales
“ Account Settings | cardic Pool 0 Jerry Bales
U Workflow Settings Dr. Amold's Consuits - C.. 0 Traci Bales
General Pool General 0 Jasmine Brown
ORISRl Jimmy Ameld CT Scan P... tand 0 Jordan Cannelly
Pools Ortho Pool all ortho files all accounts | 12hr STA Margarie Coombs
Production Team A Standard 0 Gina L Davis
QA - Discharge Summar.. Standard 0 Dolores Feeny
QA - MRI Reports Hamp... Standard 0 Paula Franklin
QA Dr. Amold MRIs Standard 0 Faith Hansen
QA for New MTs Standard 0 Barbara Johnston
QA On Team A Standard 0 Gloria LaForce
QA to Monitor Outside ... | reviews vendor files Standard 0 oanne Lee
Rogers Pool Rogers Pool 0 Gery Miles
Smith Pool Smith Poo! Connie Miller

3. Edit the existing associations by either adding or removing existing associations.

To Create a New Association
1. Ensure that the Pool’s name is highlighted on the left side of the panel.

2. To associate a Transcriptionist with the Pool, hold down the Control key on the keyboard and
click the Transcriptionist name to the right.

3. To associate another Transcriptionist to that same Pool, click on another Transcriptionist with
the control key still held down.
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4. Click “Save Associations” in the top left to save changes.

Paula Simpson
Settings
&) & Save Associations

All Facilities pool name Search | Clear

) [ Pool Description Pool TAT Pool Priority
My Settings
_ B Johnston - Op Reports... Standard
“ Account Settings Cardio Posl Standard

Dr. Amald's Consults - C... Standard

Jimmy Arnold CT Scan P... Standard

Pools Ortho Pool all ortho files all accounts 12hr STAT

Standard

Associate Transcriber Production Team A

Standard

QA - Discharge Summar...
QA - MRI Reports Hamp... Standard
QA Dr. Arneld MRls Standard
QA for New MTs Standard

erry Bales 0
frraci Bales 0
asmine Brown z

Barbara

psimpson | 5.
Settings Report:

A
y.
'VB

WebChartMD

Bales

Bales

Brown

Connelly

Davis

Feeny

Franklin

Johnston

LaForce

-
oanne Lee
Gerry Miles
Connie Miller

ina L Davis
Polores Feeny

aula Franklin

arbara Jahnston

loria LaForce

L —

To Remove an Existing Association

1. Ensure that the Pool’s name is highlighted on the left side of the panel.

2. Hold down the Control key and click the Transcriptionist’ name that appears highlighted in gold.
The highlight color disappears from the Transcriptionist’s name (Marjorie Coombs in example

below).
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Paula pso psimpson | 5.8 0
- a d e Repo g
| a Save Associations
All Facilities pool name Search | Clear
&( My Settings
8 Johnston - Op Reports... Standard 0
ﬁ Account Settings | Cardio Pool Standard 0 Jerry Bales
Dr. Amold's Consults - C... Standard 0 Traci Bales
Jasmine Brown
s il Gl Jimmy Amold CT Scan .. Standard 0 Jordan Connelly
Pools Ortho Pool all ortho files all accounts | 12hr STAT 2
Production Team A Standard 0 Gina L Davis
QA - Discharge Summar... Standard 0 Dolores Feeny
QA - MRI Reports Hamp... Standard 0 Faula Franklin
QA Dr. Arnold MRis Standard 0
QA for New MTs Standard 0 Barbara Johnston
0 Gloria LaForce
Bales Joanne Lee
Bales Gerry Miles
Brown 2 Connie Miller

Connelly
Coombs

Davis

Feeny

Franklin

Barbara Johnston

3. After removing the association, 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).

psimpson | 5.8.334 | report bug
Settings Reports Logout

Paula Simnenn . updating, don’t navigate away .

Folders

pool name

. Pool Description Pool TAT Pool Priority Middle
¢ My Settings
B Johnstan - Op Reports.. Standard
ﬁ Account Settings | Cardio Pool Standard Jerry Bales

Dr. Arnald's Consults - C. Standard Traci Bales

Jasmine Brown

Workflow Rules

Jimmy Arnold CT Scan P... Standard 0 Jordan Connelly
Pools Ortho Pool all ortho files all accounts 12hr STAT 2 Margarie Coombs
Associate Transcriber Production Team A Standard 0 Gina L Davis
QA - Discharge Summar... Standard 0 Dolores Feeny
QA - MRI Reports Hamp... Standard 0 Paula Franklin
QA for New MTs Standard 0 Barbara Johnston
QA On Team A Standard 0 Gloria LaForce
QA to Monitor Qutside ... | reviews vendor files Standard 0 Joanne Lee
Rogers Paol Rogers Posl 12hr STAT 0 Gerry Miles
Smith Pool Smith Pool Standard 2 Connie Miller
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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).

Paula Simpson psimpson ' ~
Reports Folders Setting Reports
- ~—
All Facilities
Report Builder
My Reports

Reports Per Day
Lines Per Day
Minutes Per Day
Rejected Reports

On Time Reports
Esign Reports
Management Reports

Fnrnnaeang,

Workflow Management Functions

When the Reports section is initially opened, there are no Workflow Management Function buttons
in the toolbar (see images above and below). Toolbar buttons do appear in other areas of the
Reports section and will be described in upcoming sections.

Functional Areas

The Reports section consists of two functional areas:

Paula Simpson psimpson | 5.8.334 | report bug

Reports Folders Settings Reports Logout

All Facilities

Report Builder
My Reports

Reports Per Day
Lines Per Day

Minutes Per Day
Rejected Reports

On Time Reports
Esign Reports
Management Reports

e e aaaelE,
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@ Report Builder/My Reports: This section allows the user to create and store custom reports
and is explained in detail in the next section.

@ Pre-built Reports: This section contains some of the most commonly asked for pre-built
reports that can be generated on demand.

Report Builder/My Reports

WebChartMD’s Report Builder and the My Reports section are designed to give users an easy way to
build and store custom reports for re-use. This section describes the tools available within the

Report Builder and describes how to create and store custom reports.

Paula Simpson
Reports
d @ Bxport

All Facilities Include

.I Report Builder
My Reports
Reports Per Day
Lines Per Day
Minutes Per Day
Rejected Reports
On Time Reports
Esign Reports

[
B
o
B
o
o
&
@ Management Reports

O

Exclude
find column

Bill (Lines)

Bill Body (3)

Bill Bo )
Bill C

Bill Foo

Bill Footer (Lines)
Bill Header ($)

Bill Header (Lines)

Bill Rate (3)

Report Properties
Name ‘ ‘

Report Template

Expand Groups I
Show Subtotal ‘7‘
Show All Tterations ‘_‘
Run on Schedule ‘7‘

Column Properties

igld:

Aggregate Report

Aggregate reports require exactly two
columns and an aggregator

Aggregator
Metric

@ @ Include and Exclude

The ReportBuilder allows users to access over 100 different tables in the system in which

data is stored and organize the data in a report format easily designed by the user.
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Each of the data sets available for report creation are listed in the “Exclude” section of the
ReportBuilder (see section “2” in the above image), and can be thought of as column
headers, just like a column header in Microsoft Excel.

A report is built by dragging and dropping the desired column headers from the “Exclude”
section to the “Include” section. Once the column headers are dropped in the Include
section, they can be rearranged by dragging and dropping them in a different position.

Bill Footer (Lines)

Bill Header (3)

Bill Rate ($)

Example above shows how to drag and drop the column headers from Exclude to Include
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Bill Header (Lines)

Bill Footer (Lines)

Bill Header ($)

Bill Header (Lines)

Bill Rate ($)

Nar Bill Characters
Bxp
Shc
Shg
Rur
‘ Bill Characters !
Titls
Grg
Exclude
TYP find column
Bill (Lines) (Lines) Bill (Lines)
Bill Body ($) Fill Body ($) Bill Body ($)
Ad
i i Bill Body (Lines) Bill Body (Lines)
Bill Characters Agc Bill Footer ($)
Bill Footer (§) Mei Bill Footer (Lines)

Bill Header ()

Bill Header (Lines)

Bill Rate (§)

Bill Sp Char (Lines)



DID

Dictator

Facility

Dictated

Bill Characters

find column
Bill (Lines)

Bill Body ($)

Bill Body (Lines)

Bill Footer ($)

Bill Footer (Lines)

Bill Header ()

Bill Header (Lines)

Bill Rate (3)

DID MNam
DIt ity =
Facility Expe
Dictated Shoy
Shoy

NGrectes |

find column

Title

Bill (Lines)

Bill Body ($)

Bill Body (Lines)

Bill Footer (%)

Bill Footer (Lines)

Bill Header (%)

Bill Header (Lines)

Bill Rate (3)

Column headers available (arranged alphabetically) are:

Bill (Lines): Total Line count that is billed.

Gra

Type

Ag
col

Agg
Met

q

WebChartMD

DID

Facility

Dictator

Dictated

Bill Characters

find column

Bill (Lines)

Bill Body ($)

Bill Body (Lines)

Bill Footer (§)

Bill Footer (Lines)

Bill Header ($)

Bill Header (Lines)

Bill Rate (%)

Drag and drop the “Column Name Plates” to rearrange them

@ Exclude Column Headers

As explained above, the “Exclude” section holds the available column headers for reports. The “find
column” box is a quick search tool for finding column headers by name.

Bill Body (S): Total US Dollar amount for the body (excluding headers & footers) that is

billed.

Bill Body (Lines): Total Line count for the body (excluding headers and footers) that is billed.

Bill Characters: Total number of characters for each transcription that is billed.
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e Bill Footer ($): Total US Dollar amount for the footer that is billed.
o Bill Footer (Lines): Total line count for the footer that is billed.
e Bill Header (S): Total US Dollar amount for the header that is billed.
e Bill Header (Lines): Total Line count for the header that is billed.
e Bill Rate (S): Rate of billing in US Dollar.
e Bill Sp Char (Lines): Total line count for special characters that is billed.
e Bill Template ($): Total US Dollar amount for the template that is billed.
e Bill Total (S): Total US Dollar amount for each transcription that is billed.
e Bill Words: Total number of words for each transcription that is billed.

e Billing Code: This is a text field for use in manually entering billing codes that display in the
Folders view.

e Comments: Comments attached by the transcriptionist while transcribing.
e Cost— QA: Total US Dollar amount to be paid for any edits made in the QA folder.
e Cost— QA (Lines): Total number of lines of edits made in the QA folder.

e Cost—Transcriber: Total US Dollar amount to be paid to the transcriber for each
transcription.

e Cost—Transcriber + QA: Total US Dollar amount to be paid to the transcriber and for any
edits in QA folder for each transcription.

e Cost—Transcriber + QA (Line): Total Line count by the transcriber and edits in QA folder for
each transcription.

e Current Transcriber: Name of the last transcriptionist that edited the transcribed document.
e Date Modified: Date and time of last editing of the transcribed document.

o Dictated Date: Date and time of dictation.

e Dictator: First and last name of the Dictator.

e DID: Short for “Dictation ID”, a unique 8 digit number assigned to a dictation.
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e DOB: Date of birth of the patient.

e DOV: Date of the visit of the patient.

e Due Date: Date and time within which the dictation would be considered not late.
e Effective Date: This field also represents the Dave of the visit of the patient.

e Encounter: This field holds an encounter ID generated for electronic health record
interfaces.

o eSigned Date: Date and time the transcription was electronically signed.
e Facility: The healthcare entity serviced by the Transcription Team.

e Facility — Dictator: Facility name, followed by a — (dash) followed by the Dictator’ first and
last name (as described above).

e File Name: The unique identifier assigned by the system for tracking a dictation or
transcription.

e Finalized Date: Date and time of the transcription being sent to the Final folder.
e Finished: Date and time that the transcription was submitted to the Dictator’ Inbox.
e  First: First name of the patient.

e Footer Margin (S): The difference in dollars between the price and the cost for footer
content.

e Margin Footer (%) The difference as a percent between the price and the cost for footer
content.

e Header Margin ($): The difference in dollars between the price and the cost for header
content.

e Margin Header (S) Duplicate of Header Margin (S)

e |D #: The unique identifier used by the Facility for identifying the patient. Sometimes
referred to as the Medical Record Number (MRN).

e Job #: For call-in dictation files, the unique identifier assigned by the telephone system for
tracking a dictation or transcription.
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e Last: Last name of the patient.

e Last Modified: The name of the Transcription Team member who last modified the
transcription. .

o Length: The length of the audio dictation expressed in hours: minutes: seconds.

e Line Margin (%) w/QA: The difference expressed as a percent between the price and the
cost for each line of a transcription that has been transcribed and QA’d.

e Line Margin (S) w/QA: The difference expressed in dollars between the price and the cost
for each line of a transcription that has been transcribed and QA’d.

e Location: For facilities using multiple locations.

e Margin (%) w/QA: The difference expressed as a percent between the price and the cost for
a transcription that has been transcribed and QA’d.

e Margin ($) w/QA: The difference expressed in dollars between the price and the cost for a
transcription that has been transcribed and QA'd.

e Margin Pre-QA (%): The difference expressed as a percent between the price and the cost
for a transcription before QA.

e Margin Pre-QA (S) The difference expressed in dollars between the price and the cost for a
transcription before QA.

e Margin Sp Char (%). The difference expressed as a percentage between the price and the
cost for special characters.

e Margin Sp Char ($). The difference expressed in dollars between the price and the cost for
special characters.

e Margin Template (%) The difference expressed as a percentage between the price and the
cost for template characters.

e Margin Template (S): The difference expressed in dollars between the price and the cost for
template characters.

e Margin/Line Pre-QA (%): The difference expressed as a percentage between the price and
the cost for each line in a transcription before QA.

e Margin Line Pre-QA (S): The difference expressed in dollars between the price and the cost
for each line in a transcription before QA.
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e Note: Information provided in the Clinic Note field of the transcription.

e Note Type: An editable field used by the Transcription Team to add any special comments
related to the Report Type.

e On Time: Displays “On Time” if a report’s Finished date and time was prior to the specified
turnaround time and displays “Late — xxx Hours” if a report was late, where xxx equals the
hours late.

e Original Transcriber: Name of the transcriber who transcribed the dictation.

e Pages: Number of pages in the transcribed document.

e Pay (Lines): Total number of lines that the Transcriptionist gets paid for.

e Pay Body (S$): Total US Dollar amount for the body (excluding headers & footers) that is paid.

e Pay Chars: Total number of characters that the Transcriptionist gets paid for.

e Pay Footer (S): Total US Dollar amount for the footer that is paid.

e Pay Footer (Lines): Total number of Characters in the footer that the Transcriptionist gets
paid for.

e Pay Header (S): Total US Dollar amount for the header that is paid.

e Pay Header (Lines): Total number of characters in the header that the Transcriptionist gets
paid for.

e Pay Rate — Transcriber: Rate of payment to the Transcriptionist in US Dollar.

e Pay SP Char (S): Total US Dollar amount for Special Characters that the Transcriptionist is
paid for.

e Pay Sp Char (Lines): Total Line Count for Special Characters that the Transcriptionist is paid
for.

e Pay Template (S): Total US Dollar amount for the Template that the Transcriptionist is paid
for.

e Pay Template (Lines): Total Line Count for the Template that the Transcriptionist is paid for.

e Phone Mins: The total number of minutes that the Dictator called into the phone line for the
dictation.
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e Pool: A “Pool” is usually comprised of two or more members of the Transcription Team who
collectively transcribe dictations based on certain workflow requirements.

e QA Duration: Amount of time transcription remained in the QA folder.
e QA Finished: Date and time the transcription was submitted from the QA folder.

e QA Line Diff: Change in line total for the transcription as a result of QA expressed as a
number.

e QA Line Diff (%): Change in line total for the transcription as a result of QA expressed as a
percentage.

e QA Lines: Total number of lines added in the QA folder to the transcribed document.

e QA Routed: Date and time that the transcription was routed to QA.

e QA Started: Date and time that the transcription was opened in the QA folder.

e Rejection Reason: The reason provided by the Dictator while rejecting the transcription.

e Report Details: Editable field used by the transcription team to add comments related to the
Report Type.

e Report Type: Displays the name assigned to the Template at the time the Template was
created/uploaded.

e Routed: Date and time dictation or transcription was routed to the Transcription Team
member.

e Sp Char Bill: Total bill amount expressed in dollars for special characters.
e Status: Current status of dictation or transcription, such as “Pending”, “Inbox” etc.

e TAT: this column displays the turn-around time assigned to a dictation. See page 167 for a
full description of dictation Priority & TAT setup.

e Transcriber Finished: Date and time that the Transcription Team member submitted the
transcription.

e Uploaded: Date and time of the dictation being uploaded by the Dictator.
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@ Report Properties

The Report Properties option controls four functions within the Report Builder.

*  Name of the Report

e Report Template Name | |
e Column Controls
e Report Saving Controls Expand Groups

Show Subtotal
Show All Tterations

Run on Schedule

Save

Name of the Report
This field is used to create the name for the report and to save the report using that name.
Column Controls
This section has four checkboxes that provides control features for the column.
e Expand Groups
e Show Subtotal

e Show All Iterations
e Run on Schedule

Expand Groups

This checkbox allows data in the report to present in an expanded format instead of a summary
format.

“Expand Groups” works in conjunction with the “Group By” checkbox, found under “Column
Properties” section. When “Group By” is selected, the Expand Groups option will expand the rows in
the report by the “Group By” criteria.

In the example below, the “Group By” selected is “Dictator”. When “Expand Group” is selected in
the Report Properties section, the report Preview Panel changes from showing the data in a
summary format (see 1 below) to an expanded view ( see 2 below) in which all rows are displayed
for each Dictator.
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Report Properties Facility Dictator Dictated Date

DID Name

Facility £16 | Hampton Radiology Arnald Jimmy

Dictator Expand Groups ] #29 Fidelity Insurance Bales, Lowen

e r— Few s - #1 | Hampton Radiclogy Fairchild, April 06/21/19 13:57
— Show All Iterations LJ #1 | Hampton Radiology Renautt, James 06/21/19 13:51

Finishes Run on Schedule 5] #3 | Fidelity Insurance Smithson, John

eSigned Date

Column Prope

Field: practitionerid
Title | Dictator |
Group By |

Dictator

Name #50 - -

#16 Hampton Radiology Arnold, Jimmy - -
Expand Groups 24277424 Hampten Radiology Amold, Jimmy 06/21/19 13:52 10/31/19 15:05
: ’ : |_| 34877485 Hampten Radiology Amold, Jimmy 06/21/19 13:52 10/31/19 15:13
Show All Iterations [ 35011016 Hampten Radiclogy Amold, Jimmy 11/08/19 10:11 11/08/19 1041
Run on Schedule [ 34588155 Hampton Radiology Amold, Jlimmy 08/21/19 1407 1/19 1548
34588135 Hampton Radiology Amold, Jimmy 08/21/19 13:58 01/29/20 10:41
35183611 Hampton Radiology Amold Jimmy 01/07/20 11:26 01/30/20 15:09
Field: practitionerid 35183614 Hampton Radiology Amold, Jimmy 01/07/20 11:27 01/30/20 15:13
Title [ Dictator | 35163615 Hampton Radiology Amold Jimmy 01/07/20 11:27 01/30/20 15:14
Group By [ 35183420 Hampten Radiology Amold, Jimmy 01/07/20 11:01 01/31/20 1137
Transform 35183485 Hampton Radiclogy Arnold, Jimmy 01/07/20 11:02 01/31/20 12:03
Type | °| 35183426 Hampten Radiology Amold, Jimmy 01/07/20 11:02 01/31/20 12:06
Filter 35183487 Hampten Radiology Amold, Jimmy 01/07/20 11:01 01/31/20 12:08
T | 35183488 Hampton Radiology Arnold, Jimmy 01/07/20 11:02 01/31/20 12:10

Show Subtotal

When “Show Subtotal” is checked, reports show subtotals for the “Group By” selections as well as
the grand total. In the example below, “Group By” is selected by Dictator, and so Subtotals are
displayed for each Dictator with a Grand Total displayed for all Dictators.
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Report Properties Fadility Dictator Finished
Name | ‘ #50
Report Template v #16 Hampton Radiology Arnold, Jimmy
Expand Groups "2 4877484 Hampton Radiclogy Arnold, Jimmy 06/21/19 13:52 10/31/19 15:05
Show Subtotal v 4877485 Hampton Radiclogy Arnold, Jimmy 06/21/19 1352 10/31/1915:13
Show All Iterations ™ 35011016 | Hampton Radiclogy Armold, Jimmy 11/08/19 1011 11/08/19 10:11
Run on Schedule
24583155 Hampton Radiclogy Amld, Jimmy 06/21/19 14:07 11/11/19 15:48
24582135 Hampton Radiclogy Amld, Jimmy 06/21/19 12:58 01/29/20 10:41
Column Properties 25183611 Hampton Radiclogy Amld, Jimmy 01/07/20 11:26 01/30/20 15:09
Field: practitionerid 35183614 Hampton Radiology Arnald, limmy 01/07/20 11:27 01/30/20 15:13
Title | Dictator \ 35183615 Hampton Radiclogy Arnold, Jimmy 01/07/20 11:27 01/30/20 15:14
Group By < 35183480 Hampton Radiclogy Arnold, Jimmy 01/07/20 11:01 01/31/20 11:37
Transform 35183485 Hampton Radiology Arnold, Jimmy 01/07/20 11:02 01/31/20 12:03
Type
¥p | h ‘ 35183486 Hampton Radiclogy Arnold, Jimmy 01/07/20 11:02 01/31/20 12:06
Filter 35183487 Hampton Radiclagy Armald, Jimmy 01/07/20 11:01 01/31/20 12:08
v
| 35183488 Hampton Radiclogy Amld, Jimmy 01/07/20 11:02 01/31/20 12:10

Show All Iterations

When clicked, this feature displays additional data fields in the

QA workflow. Data fields that are displayed are:

“Exclude” list that are specific to the

e (Canyou please identify which new column headers are available when this is checked?

Run on Schedule

This feature creates a rule that automatically distributes the report to a recipient list on a

configurable schedule.

Clicking “Run on Schedule” opens an options box where
configuration details can be added, namely:

e Run..

This feature is a dropdown that holds five options:

= Daily

= Weekly

= Bi-Weekly
=  Monthly

= Quarterly

e Mail to

Report Properties

Name | Main Report |

Report Template v

Expand Groups
Show Subtotal
Show All Iterations

Run on Schedule
Schedule
Run... v

Mail to

last run: never

Save

This section is used for adding recipient email addresses for report distribution. Recipient email

addresses should be comma separated.
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Report Saving Options

This section has three Report Control buttons available for the user to control

e Save

e New

e Delete
Save

This button allows the user to “Save” the created Custom Report. Saved reports are stored in the
“My Reports” section.

New

This button creates a new Custom Report.

Delete

This button deletes the current Report loaded into Report Builder.
Notes on Report Properties:

1. Below the Report Saving Options, a message appears indicating when the report was last run.

@ Column Properties

This “Column Properties” section has four fields divided

into two sections: Field: dictationid
Title | DID |
Section 1: Field Group By
Transform
The text displayed after the “Field” is the name of the Type | v|
selected Column in the Include section. Total Type [ Count v
Title:

This field displays the name of the selected Column.

Group By:

The Group By checkbox is accessible when a column header in the Include section is selected. For
example, if Facility is one of the column headers that has been moved from Exclude to Include, and
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the Facility header is clicked, adding the “Group By” checkbox will collapse all of the rows of the
Report into totals by Facility. Section 2: Transform

This section allows data format to be customized to display in a different format. For example,
selecting an Include item such as DOB in the Include section and then selecting the Transform
dropdown shows all the different formats in which a date of birth can be displayed in a report (see

below).

Include
Bill Body ($)

DID
DOB

Last

Last
Last Modified

Bill (Lines)

First

Report Properties Bill Body (S) Bill (Lines) DID DOB First Last
Name | $45.10 4433 #50 - -
§534 4406 33678455 12/01/88 Murray Jacobi
Expand Groups 5048 631 09/16/78 Floyd Abernat
Show Subtotal $0.00 Albert Smith
Show Al Iterations $035 525 test est
Run on Schedule 7o o -
Save $0.68 Glad,
Column Properties §041 588 Con:
Field: dob 258 1 Abe Muell
Title DOB $036 b Apoll
Group By $030 ohn Smit
Transform §031 48 James
Type M $03s 15 Ty Mat
01/17 $043 5 L Jame: Emest
01/2017 s211 12/01/80 Constance Mulrone
01/01/2017 $036 77 che Apollo
01/01/2017 08:30
Aggregator Jan 2017 5258 ackso Yusuf
Metric Jan-01-17 $032 488 Jack ans
January 034 5.2 Willia ooks
Monday e = . )
Custom
Replace (regex) §240 208 mber mann
- $070 782 34408887 Polly i1 100

e Date columns: Columns that have the date displayed of any kind (example, date of birth or
dictated dated) have the following options available under the “Type” field:

o

O O O

O O O O O

01/17 — Two digit month and two digit year separated by a “/”
01/201717 — Two digit month and four digit year separated by a “/”
01/01/2017 — Two digit month, two digit date and four digit year separated by a “/”
01/01/2017 08:30 — Two digit month, two digit date and four digit year separated by
a “/” followed by the timestamp in the format of two digit hours and two digit
minutes separated by a colon.
Jan 2017 — Short month and four digit year
Jan-01-17 — Short month, two digit date and four digit year separated by a
January — Full month
Monday — Full day
Custom — Selecting “Custom” in the dropdown adds a new field just below it named
“Format” with a field that allows the user to input a custom Date format for it.
Custom formats accepted in this field:

= “D” creates a single digit date, such as “8”

=  “DD” creates two digit date, such as “08”

= “d” creates the number of the day with Monday being 1, Tuesday being 2,

so on till Sunday being 7.
=  “dd” creates a two character date abbreviation, such as “Mo” for Monday.

“ u
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“ddd” creates a three character date abbreviation, such as “Mon” for
Monday.

“dddd” creates the full date, such as Monday.

“M” creates a one digit Month abbreviation, such as “1” for January but still
creates “12” for December.

“MM” creates a two digit Month abbreviation, such as “01” for January and
“12” for December.

“MMM” creates a three character Month abbreviation, such as “Jan” for
January.

“Y” creates a four digit Year, such as “2019”.

“YY” creates a two digit Year, such as “19” for the year “2019”.

o Replace (regex) — Selecting “Replace (regex)” in the dropdown adds two new fields
just below it named “Find (regex)” and “Replace”. This feature is currently not
available.

o Numeral Columns: Columns that have the date displayed of any kind (example, date of birth
or dictated date) have the following options available under the “Type” field. There are two

new fields
= Type
= Total Type
Include Report Properties Bill Body ($) Bill (Lines)
Bill Body ($) Mame | | $45.10 4433
il e =
DID Expand Groups §049 831
DOB Show Subtotal $0.00 294
Show All Iterations $0235 525
First Run on Schedule — os
s §0.68 762
Field: bill_counts §2.58 19,83
Title | Bill (Lines) | $036 52
Group By $0.30 472
Transform $031 48
Last Type | | $035 158
Last Modified Total Type | v | £043 575

The options for the “Type” field are:
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o Money— Adds a “$” symbol in front of the number

Note: If this column already is a monetary column that produces figures in Dollars, then
it would add a second “$” symbol in front of it, so it’s advisable to not use this option for
monetary columns as they already populate with the Dollar symbol.

o Decimal — Adds a new field just below the “Type” field.

This field is called “Precision” and it customizes the number of decimal places behind

the number. For example, the number of decimal places in the number can be increased
or decreased by changing the number from 2. The default number of decimal places is 2.

Column Properties

Field: bill_counts
Title [ Bill (Lines) \
Group By
Transform
Type | Decimal v ‘
Precision | 2 ‘
Total Type | v ‘

The top row of the report, highlighted in grey, contains the Total for the column by default. This can
be altered by using the Total field. The options for this field are:

=  Count —This option alters the number at the top to display the total count of rows that are
populated in the Report.

=  Sum - This is the default option that is displayed at the top of the Report. It provides a total
sum of all numbers in the column in the Report.

= Average — This option displays the average of all numbers in the column for the entire
Report.

= Standard Deviation — This option displays the Standard Deviation of all numbers in the
column for the entire Report.

= Mode — This option displays the Mode of all numbers in the column for the entire Report.

= Median — This option displays the Median of all numbers in the column for the entire
Report.
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= Min — This option displays the minimum number of all numbers in the column for the entire

Report.

=  Max— This option displays the maximum number of all numbers in the column for the entire

Report.

= Variance — This option displays the variance of all numbers in the column for the entire

Report.

Report Properties

Bill Body ($) Name ‘ ‘
Bl s
DID Expand Groups
p— Show Subtotall

Show All Iterations
First Run on Schedule

Column Properties
Field: bill_counts
Title [ Bill (Lines) |
Group By
d Transform

Last Type ‘ v
Last Modified Total Type

Sum
Average

Standard Deviation
Mode

Median

Min

Max

Variance

Aggregate rep
columns and a

Aggregator

Metric

@ Aggregate Report

This is a special section of the Report Builder that is only available when an X and Y axis report is

created. X and Y reports by definition are built using only two column headers.

Bill Body ($)

631

284

525

762

5.88

1983

472

48

458

)

1523

1985

488

5.29

522

2087

782

#50

33678455

33678456

33737756

33678471

34281041

34281042

34281012

34290084

34305623

34305864

34305987

34306029

34306066

34310800

34311046

34311050

34311052

34280996

34280997

34394024

34408887

The system creates a chart and assigns the first column header as the X axis (column headers left to
right) and assigns the second column header as the Y-axis (row headers top to bottom).

Once the two columns have been selected, two dropdown fields appear.

= Aggregate
= Metric
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Include Report Properties
Dictated Name | |
Finished Report Template v

Expand Groups
Show Subtotal
Show All Tterations
Run on Schedule

Column Properties

Field: finishedtime
Title | Finished |

CORE

Count

find column Type Sum

Bill (Lines) Average
Bill Body ($) I: Standard Deviation
Mode

! Median

Min
Aggregate rep gV
Bill Footer () columns and a T,

Aggregator

Bill Body (Lines)

Bill Characters

Bill Footer (Lines)

. Metri v
Bill Header (%) ene

Bill Header (Lines)

Aggregator
There are nine options, as stated above. Each of these options creates a line at the top of the report
that provides the selected mathematical results of the information populated in the report.
Aggregators available are:
Count — this displays the total number of occurrence
Sum —the total amount resulting from the addition of two or more numbers or amounts
Average — a number expressing the central or typical value in a set of numbers or amounts
Standard Deviation — a quantity expressing by how much the members of a group differ from the
mean value for the group.

Mode — The mode of a set of data values is the value that appears most often.

Median - The simple measure of central tendency in a group of numbers or amounts.
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Min-Max- The minimum and maximum values in a group of numbers or amounts.
Variance — The measure how far a set of numbers are spread out from their average value

A simple way to explain how this Aggregate Report section works is to look at an example. (Example
3)

Metric
A wide variety of metrics are available for the Y-axis of the report, see dropdown in the ReportBuilder

for the list of available options.

@ Report Preview

This portion of the Report Builder section displays a dynamic view of the report’s final format. Data
within the report preview is for illustration purposes and will not display final/actual data.
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Report Examples
In this section, we work through setting up custom reports for custom requirements.
Example 1

In our first example, the Transcription administrator needs to create a custom report to track all
dictations that were completed on time for a specific Facility.

Step 1

Click the Report Builder bar in the Folder Pane. Select the column headers in the Exclude section to
be used in the report and drag them one by one to the Include section. For this report, we need
these columns:

DID

Facility

Dictator

Dictated Date

On Time

Finished Date

(see image below of column headers selected and dragged to the Include section)

Step 2

Name the Report: “On Time Report for Hampton Radiology”.

Paula Simpson psimpson | 5.8.340 | report bug
Reports Folders Settings Reports Logout

Include Report Properties DID Dictator Fadility Dictated On Time Finished

All Facilities
B Report Builder

for - . . )
W@ My Reports. Dictator e e v 33678455 Malk, Jason Hampton Radiology 08/07/18 0539 Late - 203.33 Days 10/04/18 14:19
Reports Per Day

22 Late

#50

e Bty | Expand Groups =] 33676455 Amold,Jimmy Hampton Radioiogy 08/07/1805:39 Late - 137662 Hours 10/04/18 1421
Minutes Per Day Dictated Show Subtotal [ 33678471 Amold, Jimmy Hampton Radiology 09/05/18 10:49 Late - 2844.55 Hours 01/02/19 23:24
) ictate —
Rejected Reports
Y & Show All Iterations [ 33737756 | Reed, Samual Maplewood Surgery Ce... | 09/11/18.09:23 Late - 57.06 Hours 11/20/18 15:56
onTime Reports On Time Run on Schedule o
Esign Reports - 3428009 Amold, fimmy Hampton Radiology Late - 43236 Hours 04/01/19 1435
ET e fiizhed New 3280007 Amold limrmy Hampton Radiology Late - 432.79 Hours 04/01/19 15:02

Column Properties 34281012 Amold, Jimmy Hampton Radiology 03/13/19.1417 On Time - 455 Hours E.. | 03/14/19 0948

Field: cp_office 3281041 | Amold, Jimmy Hampton Radiolagy Late - 4380.94 Hours  03/14/18 0946

Title 34281042 | Amold, Jimmy Hampton Radiology Late - 4247.08 Hours  03/14/19 0946

Group By [ 34290094 Amold, Jimmy Hampton Radiology On Time - 24 Hours Early  03/15/19 17:58

Exclude ~ Transform 34305623 Amold, Jimmy Hampton Radiology 03/21/19 1138 On Time - 0 Hours Early | 03/21/19 11:38

Type 34305064 Amold Jimmy Hampton Radiology 0372119 1248 On Time - 24 Hours Early  03/21/19 1248
Bl Filter 34305967 | Amold, Jimmy Hampton Radiology 03/21/19 1255 On Time - 0 Hours Early | 03/21/19 1255

Bill Body (5) [ Hampton Urolog

31306028 Amold, limmy Hampton Radialogy 03/21/19 1301 On Time - 24 Hours Early | 03/21/19 13:01

Bill Body (Lines) Aggregate Report 34306066 | Amold, Jimmy Hampton Radiology 03721/191313 On Time - 0 Hours Early | 03/21/19 1313

" 34310800 | Amold Jimmy Hampton Radiology 03/22/19 1546 On Time - 0 Hours Early | 03/22/19 1546

Aggregate reports require exactly two
columns and an aggregator 24311045 Amold, Jimmy Hampton Radiology 03/22/1916:36. On Time - 0 Hours Early | 03/22/19 16:36
Aggregator _ 34311050 Amold, limmy Hampton Radiology 03/22/19 1637 On Time - 0 Hours Early | 03/22/19 16:37
Metric I | oo Aoy Hampton Radiology 03/22/19 1639 On Time - 0 Hours Early | 03/22/19 16:39

Bill Characters
Bill Footer ($)
Bill Footer (Lines)

Bill Header ($)

ES—— 34302088 Amold Jimmy Hampton Radiology /18/19 1 Late - 762.72 Hours 05/21/19 02:58
Bill Header (Lines) =
% 34394024 Mehta, lsha Hampton Radiology 04/18/19 1521 P ¥ Limit: .[._I!- 1
= Bill Rate (5) 34408867 Amold, Jimmy Hampton Radiolagy 04/24/19 1053 On Time - 0 Hours Early _ 04/24/19 10:53
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Step 3

To limit the data in the report to Hampton Radiology only, click the Facility column header in the
Include section to highlight it (see image above). The Column Properties field now shows “Facility”
in the “Title” field, and the “Filter” dropdown now lists all Facilities. Click the Facility dropdown and
select “Hampton Radiology”. This will ensure that the Report always runs for the specific Facility.

Step 4

Click the Save button in the Report Properties box. This creates the report and saves it in the “My
Reports” section for on-going use.

Example 2

In our second example, the Transcription administrator needs to create a custom report that tracks
all “2-hr STAT dictations processed for the last three months. Once created the report needs to be
automatically emailed to a list of recipients on an on-going basis. Step 1

Click the Report Builder bar in the Folder Pane. .

Select the column headers in the Exclude section to be used in the report and drag them one by one
to the Include section. For this report, we need these columns:

DID

Facility

Dictator

Dictated Date

TAT

Step 2

Name the Report: “Quarterly 2hr STAT for Hampton Rad”.

Check the “Run on Schedule” checkbox. This opens a new section called “Schedule”.

Use the “Run...” dropdown to select “Quarterly”.

Add email addresses of recipients for the report. In the example illustration below we have added
“support@webchartmd.com” on one line and “info@webchartmd.com” on the next line in the

“Mail to” field.

Once email addresses have been added, a pop-up box will ask the user if the email addresses are
correct. Click “Yes” on the popup. (see picture)
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Step 3

Click Facility in the Include section, then change the Filter under “Column Properties” to select
“Hampton Radiology”. This will ensure that the Report always runs for the specific Facility.

Next, click TAT in the Include section, and change the Filter under “Column Properties” to select “2
hr STAT”. This will ensure that the Report always runs for the specific STAT priority.

Paula Simpson psimpson | 5.8.340 | report bug
Reports Folders Settings Reports Logout
S @ Export

Report Properties

All Eacilities DD Facility Dictator Dictated TAT
A Report Builder Name Quarterly 2hr STAT for Hamp| - . S =
@ My Reports Facility v Report Template. = 33678455 Hampton Radiology Malk Jason 08/07/18 0539 Standard
@ Reports Per Day ;
B Lines perDay Dictator Expand Groups 33678456 Hampton Radiology Armold, Jimmy 08/07/18 0539 Standard
@ Minutes Per Day —— Show Subtotal 32727756 Maplewood Surgery Center Reed) Samual 09/11/180923 he STAT
Rejected Reports
— o : e Re:jms = Show Al Iterations 33678471 Hampton Radiology Amold, Jimmy 09/05/18 1049 Standard
o TAT
& Esign Reports Run on Schedule Sehedul Ld 34261041 Hampton Radilogy Amold, Jimmy 07/13/18 1529 Inr STAT
chedule
© Management Reports N 24281082 Hampton Radiaiogy Amold, Jimmy 07/13/18 1520 Inr STAT
un--
) 24281012 Hampton Radilogy Armold, Jimmy 03/12/18 1447 Standard
Mail to sugapurl@webtmr\md com,
info@webchartmd.com 34290094 Hampteon Radiology Amold, Jimmy 031 17558 Standard
34305623 Hampton Radiology Amold, Jimmy 03/21/191138 Standard
) 24305064 Hampton Radiology Amold, Jimmy 03/21/19 1248 Standard
Exclude Jast run: never 24305087 Hampton Radiology Armold, Jimmy 0321/19 1255 Standard
i Hampen ey ol iy oyeuss s St
Bil Uines)
34306066 Hampton Radiology Amold, Jimmy 03/21/19 1343 Standard
Column Properties
Bill Body ($) = 34310800 Hampton Radilogy Amold, Jimmy 03/22/19 1546 Standard
- Field: priority
Bill Body (Lines) . 34311046 Hampton Radiclogy Armold, Jimmy 03/22/19 1636 Standard
| "D PO itle T
Bill Characters 24311050 Hampton Radiology Armold, Jimmy 03/22/18 1637 Standard
| P REEEER F Group By
Bill Footer (5) Transform 34311052 Hampton Radiology Amold, Jimmy 03/22/19 1639 Standard
- 34260996 Hampton Radioior Amold, Jimm: 03/13/19 1411 Standard
Bill Footer (Lines) || T¥P® I e ’
E— . 24280007 Hampton Radiology Amold, Jimmy 03/12/19 1411 Standard
Bill Header (5) Filter
T — ‘ 2hr STAT v | 34304024 Hampton Radiology Mehta, Isha 04/18/19 1521 Standard
ill Header (Lines] P
| Bill Header (Lines) | 34208887 Hampton Radiclogy Amold, Jimmy ety ¥ Limit: ISR 1
Aggregate Report
— Eilllka={G) —— 34393988 Hampton Radiology Amold limmy 04/18/19 1512 Standard

Step 4

Click the Save button in the Report Properties box. This creates the report and saves it in the “My
Reports” section for on-going use.

Example 3

In our third example, the Transcription administrator needs a running daily bill total for each
Dictator. This kind of report is an X-axis / Y-axis report and uses the “Aggregate Report” feature.

Step 1

Click the Report Builder bar in the Folder Pane. . The column headers that need to be dragged and
dropped from the Exclude section to the Include section are:

Dictator
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Step 2

Name the Report: “Daily Bill Total Per Dictator ”.

Step 3

WebChartMD

In the Aggregate dropdown, select “Sum”, and in the Metric dropdown select “Bill Total ($)” so that
the report populates with Bill Totals in US Dollar amounts.

Dictator - first Column header in the Include section becomes the X axis

Dictated Date - second column header in the Include section becomes the Y axis

Step 4 Click on the Save button.

Dictator

Report Properties

Name

Dictated

Report Template

Exclude

Bill (Lines)

find column

Expand Groups |
Show Subtotal | o
Show All Iterations |
Run on Schedule |

Save

Title

Group By I
Transform

Filter

Bill Bedy ($)

Bill Bedy (Lines)
Bill Characters
Bill Footer ($)
Bill Footer (Lines)

Bill Header (%)

Aggregate Report
X: Dictator
V. D |
Aggregator [ gum 7
Metric | 8ill Total () 7]

Bill Header (Lines)
Bill Rate ($)

-axis - Dictators I

Dictated
Total
07/13/18 15:29
08/07/18 05:39
09/05/18 10:49
09/11/18 09:23
03/13/18 14:11
03/13/19 14:17
03/15/19 17:58
03/21/1911:38
03/21/19 12:48
03/21/19 12:55
03/21/1912:01
03/21/19 1213
03/22/19 15:46
03/22/19 16:36
03/22/19 16:37
03/22/19 16:39
04/18/19 15:12
04/18/19 15:21
04/24/19 10:53
05/23/19 15:30
05/23/19 15:34

06/21/19 13:51

X

Total
$57.62
$2.06
$6.55
$0.68
$0.37
$1.37
$0.76
§2.58
$0.68
$0.61
50.62
$0.60
$0.75
§211
$0.68
$2.58
50.63
$0.69
$271
§1.02
$3.45
$0.88

5021

Amold, Jimmy  Fairchild, April
$46.20 §1.68
$206 3000
§0.82 $000
$ 0.68 4000
$0.00 3000
§$137 $ 000
$0.76 4000
$258 3000
$ 068 $000
$ 061 4000
$0.62 3000
$ 0.60 $ 000
$0.75 4000
$211 3000
$ 068 $000
$ 258 4000
$063 3000
§$ 0.69 $ 000
$ 0.00 4000
§1.02 3000
§345 $000
$0.88 4000
§ 0.00 3000

Johnson, Jimmy  Malk. Jason

$0.72
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00

§£5.73
$000
$573
$0.00
$0.00
$ 000
$000
$000
$ 000
$0.00
$0.00
$ 000
$000
$000
$ 000
$0.00
$000
$ 000
$000
$000
$ 000
$0.00

$0.00

Mehta, Isha

$271

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$271
$0.00
$0.00
$0.00

$0.00

Reed, Samual  Remault. James

$037 $0.21
3000 $0.00
$0.00 £0.00
$0.00 £0.00
5037 $0.00
$0.00 £0.00
$0.00 £0.00
3000 $0.00
$0.00 £0.00
$0.00 £0.00
5000 $0.00
$0.00 £0.00
$0.00 £0.00
3000 $0.00
$0.00 £0.00
$0.00 £0.00
$000 $0.00
$0.00 £0.00
$0.00 £0.00
$000 $0.00
$0.00 £0.00
¥ Limit: IR 1
$0.00 021
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Premade Reports

Reports Per Day — This report can be run by either Dictator or Transcriptionist and will show the
total number of reports finished (by day) for a given time frame.

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

Minutes Per Day — This report can be run by Dictator or Transcriptionist and will show the total
number of phone minutes dictated and processed (by day) for a given time frame.

Rejected Reports — This report can be run by Dictator or Transcriptionist and will show the total
number of rejected transcriptions (by day) for a given period of time.

On Time Reports — This report can be run by Dictator or Transcriptionist. The report run by dictator
will show the total number of reports completed for a given period of time with detailed
information as well as their OnTime status. The report run by Transcriptionist will show the total
number of onTime reports finished (by day) for a given period of time.

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)

Management Reports — This section holds a selection of additional pre-made reports useful to
Transcription teams for account and staff management.
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Appendix 1: Creating a Template

Introduction

WebChartMD stores and manages templates (sometimes called work types) used in the transcription
workflow. Templates are created using Microsoft Word, and then uploaded to the Template Manager
(see page 191 for information on the Template Manager). Once uploaded, templates are edited and
managed from within the Template Manager.

Steps to Creating a Template

Step 1

Open a blank document in Microsoft Word. (Note: WebChartMD is compatible with Word versions
2003 through 2019.)

WebChartMD’s template software incorporates a Microsoft Word feature called “bookmarks”.
Bookmarks are used to automatically insert data into a document. By default, bookmarks are hidden in
Microsoft Word, and so the first step in the template creation process is to make the bookmarks visible,
or “show” them. To show the bookmarks, go to:

=  File in the top left, then Options.

=  On the Options window, click Advanced on the left menu.

= |n the “Show Document Content” section see “Show bookmarks”. Place a check in the
checkbox and click OK. This makes bookmarks visible within the Word document. See
image below for more details.

Word Options ? X

General [ Discard editing data C -
[ Do not compress images in file G

Default resolution:® | 220 ppi -

Save Chart | 883 Portal Manual - Tr

Properties follow chart data point G

Show document content

[ Show background colers and images in Print Layout view
[ Show text wrapped within the document window

Quick Access Toolbar
Add-ins

Trust Center

Eent Substitution...

[ Expand all headings when opening a document &
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Step 2

Now that bookmarks are visible, the next step is to begin creating the template. WebChartMD places no
limitations on the appearance or layout of a template. Margins, icons, logos, special characters, headers
and footers — anything can be added to a template that is required to meet the client’s formatting
specifications.

Templates are often created by using an existing document sample as a reference. In the example
below, an existing Letter is used as the starting point for the creation of a CT Scan template:

Hampton Radiology Center
504 West Mission Avenue #101 — Hampton, TN 37624 — (423) 747-15980

CT SCAN

NAME: [Bennef],[Davigl

MFN: D1192229

DOB: Dors187]
|

EXAM: CT Mack

CLINCAL: CT REFORT - Soft Tissue Nack

HISTORY: This is & middle-aged male with an epiglottic mass, odynophagia, and
invobvernant of the left aryepiglottic fold, pirform sinus, and vallecula. High resolution
transaxial images were obtsined with reformatted sagittal and coronal images.

FINDIMNGS: There is a lobulated mass lesion of the epiglottis messuring spprocimately
22 % 18 % 30 mm [mediclsteral x AP x craniccaudal) in size. Thers is an infiltrative mass
like lesion extending into the pre-epiglottic space.

IMPRE S510N: Epiglottic mass lesion with probable invasion of the glossoepiglottic fold
and pre-epiglottic space with inwasion of the bilsteral aryepiglotic folds. Bilateral deep
cendical nodal disease imeolving bilateral Level 1, Level I and left Level IV

Marvin A. Sanders, MD, DMRD, Chief Radiclogist
Diplormista American Board of Radiclogy

MR
D [M2020R:45 PRy
T [Di2eeoz0Rss PRy

FPage 1 of 1

Bennel, [=vidl

In the above sample note, we see there are number of fields in which patient information or other
information related to the document is seen. Each of these fields can be created within the template
using bookmarks so that the fields will automatically populate with data in the transcription workflow.
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The use of bookmarks to automatically populate data into documents is a powerful efficiency tool that
can be used to enter a wide array of data. Over 100 different bookmarks are available within
WebChartMD. A full list of those bookmarks is available in Appendix 2.

For the sake of this exercise, our Office Note template requires the following bookmarks to be added to
the template:

Name: Last, First

MRN: in bold

DOB: in bold

Dictator Name and credentials: in bold
Date Dictated

Date Transcribed

Name: Last, First in the Footer.

After removing all patient-specific information from our sample Office Note, the remaining structure of
the document looks like this:

AutoSave (® o) - s CT SCAM TEMPLATE. docx - Saved to this PC 5 - o B4

“ Home Insert Design Layout References Mailings Review View Help O Search 1 Share =
o =i

ﬁﬂ Arial Sz KA Al A AaBbCeDc | AaBbCeDc| AaBbCeDc L

Paste g | B I U~ x X B-2-A- TNoSpac... | TNormal | TNo Spac.. [5] | Editing

. d -
Clipboard T Font [ Paragraph o Styles o ~
L 1 E 1 2 3 4 s O A 7

Hampton Radiology Center
504 West Mission Avenue #101 — Hampton, TN 37624 — (423) 747-1980

CT SCAN

NAME:

MRN:

DOB:

EXAM

CLINCAL

HISTORY:

FINDINGS.

IMPRESSION

Marvin A. Sanders, MD, DMRD, Chief Radiologist
Diplomate American Board of Radiology

MJS/jc

D 6/13/2017 4:45 PM
T 6/26/2017 4:.590 PM
\

Pagelofl 32words [2
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Now that our basic document format or template is defined, let’s add the needed bookmarks to
automatically populate the data required into the template for use by the transcriptionists.

Step 3
Choosing the correct Bookmark
The next step is to choose the bookmark from the WebChartMD Bookmark Definitions list (Appendix 2)
that correlates to the desired format. The list contains a wide variety of format options, such as placing
last name followed by first name or first name followed by last name.
Examples:

WCMD_NAME bookmark name populates the patient name as Jack Louis Morrow, their full name.

WCMD_NAME_LASTFIRST bookmark name populates the patient name as Morrow, Jack Louis, their
name as Last name first, and first name with middle name in full.

WCMD_NAME_LASTFIRST _MIDDILEINITIAL bookmark name populates the patient name as Morrow,
Jack L., their name as last name first, and first name with middle initial.

Once the needed bookmark has been identified, it can be inserted into the template.

Step 4

Adding a Bookmark

To add a bookmark to the template:

1. place the cursor at the location on the document where the information needs to insert. If a space
should be present between the preceding character and the inserted data, please mindful to add
the needed space. For example, For example, in adding a bookmark following a template element
like “Name:”, a space is required following the colon (:), or else the document will have the following
appearance:

Name:Jack Louis Morrow

Using the Show/Hide control in the toolbar will help ensure that formatting is correct. The addition of a

space displays a small black dot (as a placeholder for the space). Place the cursor after this dot as the
correct place for the insertion of the bookmark.
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MRN:

DOB:

NAME: 1
1
MRN:1

1
DOB:

WebChartMD

In the image above, the Name has the small black dot (as a placeholder for the space) added after the

populate the name as:

Name: Jack Louis Morrow

“” symbol but the MRN and DOB lines don’t have it after the colon symbol. Having this space will

2. Once the cursoris in place, click “Insert” tab in the ribbon, and select “Bookmark” under Links, as
shown below.

Pages | Table

Tables

L 1

DR - CT SCAN TEMPLATE.docx - Saved to this PC
Bign Layout References Mailings Review View Help £ Search
5 l‘g Icons ED] 0() [:__'] @ + B Header -
F& Online Pictures D) 30 Models ~ l‘rill' @ . @ Footer =
Add- Online Links Comment
'—E)Shapes' I ins Video - @ Page Mumber ~
Tllustrations Media Header & Footer

g 1 2 3

Hampton Radio
504 West Mission Avenue #101 — Hampvorg s

CT SCAN

NAME:

MRN:

DOB:

e —wvcw) 747-1980

O x

& Share ou]

Symbols

3. After clicking the Bookmark button, the “Bookmark” box appears. Type the selected Bookmark name
to the field at the top of the box.
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Bookmark

Bookmark name:
WCMD_NAME| Add

Delete

I §

Go To

Sort by: @ Name
) Location

Dﬂidden bookmarks

Cancel

4. Once the Bookmark name is in place, click the Add button. This will insert the bookmark at the
current cursor location. The bookmark is indicated by the light grey (capital) i symbol.

NAME: NAME:-f

1 1
MRN: - q MRN:
1

1
DOB: DOB:-

Step 5
This same procedure is used for adding each of the bookmarks needed in the document.

As bookmarks are created, they appear in the larger box in the Bookmark box (see image below).
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Home Insert Design Layout References Mailings Review View Help £ Search 1 Share =
- - o3 -
% @ Fd Pictures e lcons IEI;IEl &] [::é! @ T B Header ,(’1 0
% Online Pict 3D Models ~ @i~ Footer =
Pages Table £8 Online Pictures (0 odes T @i Add- Online Links Comment @ ooter Text Symbaols
- - '-_(‘)Shapas' = ins~ Video - @ Page Mumber ~ - -
Tables Tllustrations Media Comments Header & Footer A
L 1 g 1 2 3 4 s & s 7

Hampton Radiology Center
504 West Mission Avenue #101 — Hampton, TN 37624 — (423) 747-1980

CT SCAN
Bockmark [ ? ﬂ
NAME:]
— Bookmark name:
MRN:T WCMD_MT_LOWER [ asa ]
WCMD_MNAME -
DOB:T WCMD_DOB
WCMD_MT LOWER m
o WCMD_FNAMES
- WCMD_FHAME4
EXAM: WCMD_LNAMES
WCMD_LNAME4
CLINCAL WCMD_MNAME2
WCMD_MNAMES
HISTORY: =
" Sortby: () Name
FINDINGS: (@) Location
Hidden bookmarks
IMPRESSION Cln
-

Jimmy A. Arnold, MD, Chief Radiologist
Diplomate American Board of Radiology

1

D
T
|

Pagelofl 25werds [[2 Ed B -——F——+ 100%

Notes on Adding Bookmarks:

1. Bookmarks must be added in ALL CAPS and in the exact format shown in the Bookmark
Definitions document. Check for mis-spells and formatting errors if a bookmark doesn’t load
upon testing.

2. Handling date entries.

A wide variety of date formats are available in the Bookmark Definitions document. In the event that
the format needed is not listed in the Bookmarks Definition document, custom formats can be created
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by adding the needed format directly into the bookmark. For example, if a leading zero is called for in a

date format using slash-marks, e.g. 02/03/2020, that format can be custom added as follows:

1. type the desired format, and highlight / select it, as in the example below:

Date:-dd/MM/yyyy9

While leaving the date highlighted/selected, add the bookmark to the document. In the case below, the
WCMD_DOB bookmark was added:

Date:E:ld;"MM!wy\]ﬂ

Once added, the gray bookmark brackets appear at the beginning and end of the date format. When
the date now loads into the bookmark via the workflow, it will conform to the custom format added to
the bookmark. This same approach can be used for any custom date format needed, such as using
dashes instead of slash-marks (e.g. 2-1-2020 format by using “d-M-yyyy”).

Step 6
Once the template is built, use the “Save as Type” dropdown in the “Save As” box to save the template
in either a e “.doc” or “.dot” format only. a Formats .docx or .dotx format are not compatible with the

Template Manager and will not save correctly.

To save a file as .doc or .dot, always change the “Save as type” below the “File name” field to “Word 97-
2003 Document (*.doc)” or the “Word 97-2003 Document (*.dot)” as shown below.
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ﬂ Save As - . ﬂ
mv| .+ Individual Manual Breakdowns » - | ¢f| | Search Individual Manual Bre... 0 [

—
Organize + MNew folder = o (7]
Mame : Date medified Tyg
0 Favorites I :
A .. New folder 12/25/201911:56 ... Filg|
Bl Desktop = ) NP "
@ Hampton Radiclogy Office Visit Template.doc 4/23/2020 5:11 PM Mig
4 Downloads

=] Recent Places
%3 Dropbox

& Google Drive

@ OneDrive
e Al 1 3
File name:  MRI Scan - Hampton Radiclogy.doc -
Save as type: [Wmd 97-2003 Document (*.doc) -
Authorzmel

Word Macro-Enabled Documel
“aed G7-2003 Document ™~y
N ogal

@agh 07-2003 Template £
PDF (*.pd
XPS Document (*xps) d
————— Single File Web Page (*.mht;*.mhtml} 1
Web Page (*.htm;*.html)

" Web Page, Filtered (*htm;*.html)

Rich Text Format (*.rtf)

Plain Text (*.txt)
Word XML Document (*xml}
Word 2003 XML Document (*xml)

Strict Open XML Document (*.docx)

OpenDocument Text (*.odt)

“ Hide Folders

Editing a Bookmark

1. open the Bookmark box from the Microsoft Word toolbar and highlight the bookmark to be edited.
When highlighted, the bookmark populates into the top box of the Bookmark box (see below).
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Bookmark l P i
Bookmark name:

WCMD_NAME Add
WCMD_DOE -

bichd e

Sort by: @ MName

() Location

|:| Hidden bookmarks

Cancel

2. Make the needed correction to the bookmark and click “Add”. The corrected bookmark should now
show in the list of bookmarks in the larger box within the Bookmark box.

3. Highlight the incorrect bookmark that was replaced in the larger box, and press “Delete” to remove
the incorrect bookmark.

Deleting a Bookmark

To delete a bookmark, select the bookmark that needs to be deleted, and then click on the Delete
button. This will remove the bookmark from the document.

Adding Multiple Instances of the Same Bookmark

If a demographic or other piece of data needs to appear in multiple places within a document, the
bookmark used needs a numerical suffix added for each use.
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For example, in the below Bookmark box example, the template calls for the patient’s name to appear
multiple times within the document (such as at the top of the document, but a second time in the
document footer and a third time in the document body, where it appears once.

This calls for three separate uses of the bookmark WCMD_NAME. In order for the same bookmark to be
used three times, the addition of the bookmark needs the suffix “1” and “2” to be added to the
bookmark on each subsequent use after the initial addition of WCMD_NAME. As a result, the bookmark
appears in the bookmark list three times:

WCMD_NAME: this is the bookmark added for the placement of the patient name in the document’s
initial demographics.

WCMD_NAME1: this is the bookmark placed in the document footer.

WCMD_NAME?2: this is the bookmark placed within the body of the document where called for by the
template/document specifications.

-

Bookmark

Eookmark name:
WCMD_MNAMEZ

il

WCMD_DOV -
WCMD_MRN Delete
WCMD_MAME

WCMD_NAMEL GoTo
WCMD_NAME2 =

Sort by: G HName

() Location

|:| Hidden bookmarks

Cancel
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Bookmark name

Description

WebChartMD

Example

WCMD_MRN

WCMD_NAME
WCMD_NAME_UPPER
WCMD_NAME_FIRSTANDLAST

WCMD_NAME_FIRSTANDLAST_
UPPER

WCMD_NAME_LASTFIRST

WCMD_NAME_LASTFIRST_UPPE
R

WCMD_NAME_LASTFIRST_MIDD
ILEINITIAL

WCMD_NAME_LASTFIRST_MIDD
ILEINITIAL_UPPER

WCMD_NAME_LASTFIRST_NOM
IDDLE

WCMD_NAME_LASTFIRST_NOM
IDDLE_UPPER

WCMD_FNAME
WCMD_FNAME_UPPER
WCMD_MNAME

WCMD_MNAME_UPPER

WCMD_MIDDLE_INITIAL

Patient’s unique identifier

Patient’s Full name
Patient’s Full name, upper case
Patient’s first and last name

Patient’s first and last name,
upper case

Patient’s last name, first name
middle name

Patient’s last name, first name
middle name upper case

Patient’s last name, first name
middle initial

Patient’s last name, first name
middle initial upper case

Patient’s last name, first name

Patient’s last name, first name
upper case

Patient’s First name
Patient’s First name, upper case

Patient’s Middle name

Patient’s Middle name, upper
case

Inserts first letter of patient's
middle name and adds a period

Could be SSN, Chart number, ID
number, etc.

Jack Louis Morrow
JACK LOUIS MORROW
Jack Morrow

JACK MORROW

Morrow, Jack Louis

MORROW, JACK LOUIS

Morrow, Jack L.

MORROW, JACK L.

Morrow, Jack

MORROW, JACK

Jack
JACK

Larry or L. depending on data
entered in field.
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WCMD_NAME_MIDDLEINITIAL

WCMD_NAME_MIDDLEINITIAL_
UPPER

WCMD_LNAME
WCMD_LNAME_UPPER
WCMD_DOB
WCMD_DOB_LONG
WCMD_DOB_LONG_UPPER

WCMD_DOB_LONG_SUFFIX

WCMD_DOB_LONG_SUFFIX_UP
PER

WCMD_DOV
WCMD_DOV_LONG
WCMD_DOV_LONG_UPPER

WCMD_DOV_LONG_SUFFIX

WCMD_DOV_LONG_SUFFIX_UP
PER

WCMD_ADMIT_DATE
WCMD_ADMIT_DATE_LONG

WCMD_ADMIT_DATE_LONG_SU
FFIX

WCMD_ADMIT_DATE_LONG_UP
PER

WCMD_ADMIT_DATE_LONG_SU
FFIX_UPPER

WCMD_POINT_OF_CARE

Description
Patient’s name with middle
initial

Patient’'s name with middle

initial, upper case

Patient’s Last name

Patient’s Last name, upper case
Date of Birth

Date of Birth long format

Date of Birth long format upper
case

Date of Visit long format with
suffix

Date of Birth long format upper
case with suffix

Date of Visit
Date of Visit for letters

Date of Visit for letters,
uppercase

Date of Visit for letters with
suffix

Date of Visit for letter with
suffix, uppercase

The date admitted?
The date admitted, long format?

The date admitted, long format
with suffix!

The date admitted, long format,
upper case!

The date admitted, long format,
upper case with suffix!

Part of patient visit information.
Must come from an ADT feed!

WebChartMD

Example

Jack L. Morrow

JACK L. MORROW

Morrow
MORROW
1/1/2008
January 1, 2008
JANUARY 1, 2008

January 1st, 2008

JANUARY 1st, 2008

1/1/2008
January 1, 2008
JANUARY 1, 2008

January 1st, 2008

JANUARY 1st, 2008

1/1/2008
January 1, 2008
January 1%, 2008

JANUARY 1, 2008

JANUARY 1%, 2008

1W23K8TY
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WCMD_DISCHARGE_DATE

WCMD_DISCHARGE_DATE_LON
G

WCMD_DISCHARGE_DATE_LON
G_UPPER

WCMD_DISCHARGE_DATE_LON
G_SUFFIX

WCMD_DISCHARGE_DATE_LON
G_SUFFIX_UPPER

WCMD_FACILITY_ID

WCMD_ROOM_NUMBER

WCMD_BED_NUMBER

WCMD_AGE

WCMD_SEX
WCMD_SEX_LONG
WCMD_SEX_LONG_UPPER

WCMD_CLINIC_NOTE

WCMD_DEPARTMENT_NAME
WCMD_PRIMARY_CC

Description
Date patient is discharged?

Date patient is discharged long
format?

Date patient is discharged long
format upper case!

Date patient is discharged long
format with suffix!

Date patient is discharged long
format with suffix upper case!

Facility ID, must come from an
ADT feed?

Room number patient was seen.
Must come from an ADT feed?

Bed number patient stayed in.
Must come from an ADT feed.?

Patient’s Age
Patient’s sex abbreviated
Patient’s sex fully spelled out

Patient’s sex fully spelled out in
upper case

A free text field for notes to the
clinic
Name of the Department!

Primary recipient name and
address

Example
1/1/2008
January 1, 2008

JANUARY 1, 2008

January 1st, 2008

JANUARY 1%, 2008

150

150

39

M
Male
MALE

Patient is diabetic

Radiology
Frank Smith, MD

WebChartMD

Internal Medicine Associates

100 Main Street
Newton, MA 02115
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WCMD_PRIMARY_CC_WITHPHO
NE

WCMD_PRIMARY_CC_WITHFAX

WCMD_PRIMARY_CC_WITHPHO
NEANDFAX

WCMD_PRIMARY_CC_NAMEAN
DFAX_BELOW_PREFIX

WCMD_PRIMARY_CC_NAME

WCMD_PRIMARY_CC_PHONE

WCMD_PRIMARY_CC_FAX

WCMD_CC_NAMEANDFAX

WCMD_CC_NAMEANDFAX_BEL
ow

Description

The normal primary CC block
with the phone number on a new
line

after the text “Phone:”

The normal primary CC block
with the fax number on a new
line after the text “Fax:”

The normal primary CC block
with the phone number on a
new line after the text “Phone:”
and the fax number on a new
line after the text “Fax:”

Name and fax number on the
next line of the primary CC with
prefix.

Primary CC name, without
address.

Primary CC phone number
without name and address

Inserts primary CC’s fax number
Mirrors WCMD_PRIMARY_FAX.

CC name and fax side by side

Name and fax number on the
next line of all attached CCs.
Each cc still has a new line
between them

WebChartMD

Example

Frank Smith, MD

Internal Medicine Associates
100 Main Street

Newton, MA 02115

Phone: (877)-858-6677
Frank Smith, MD

Internal Medicine Associates
100 Main Street

Newton, MA 02115

Fax: (877)-858-6677

Frank Smith, MD

Internal Medicine Associates
100 Main Street

Newton, MA 02115

Phone: (877)-858-6677

Fax: (877)-858-6677

Dr. John Smith, MD
Fax: (000) 000-0000

Frank Smith, MD

Phone: (877)-858-6677

(000) 000-0000

John Smith, MD - (555)-555-5555

Dr. John Smith, MD
(000) 000-0000
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WCMD_CC_NAMEANDFAX_BEL
OW_PREFIX

WCMD_CC
WCMD_CC_PHONE

WCMD_CC_FAX

WCMD_CC_MAILING

WCMD_CC_MAILING_WITHPHO
NE

WCMD_CC_MAILING_WITHFAX

WCMD_CC_MAILING_WITHPHO
NEANDFAX

WCMD_MT
WCMD_MT_LOWER

Description

Name and fax number on the
next line of all attached CCs.
Each cc still has a new line
between them with prefix

Name of CC recipient

Inserts CC’'s phone numbers for
all CC'’s.

Inserts CC’'s fax numbers for all
CC's.  mirrors WCMD_FAX,
added to make naming more
clear/consistent

Inserts CC’s addresses for all
CC’s.

Inserts CC’'s addresses & Phone
numbers for all CC’s

Inserts CC’s addresses & Fax
numbers for all CC'’s.

Inserts CC’s addresses, phone
Numbers, & Fax numbers for all
CC’s.

Transcriptionist’s Initials

Transcriptionist Initials, lower
case

WebChartMD

Example

Dr. John Smith, MD
Fax: (000) 000-0000

Frank Smith, MD
(000) 000-0000

(000) 000-0000

Internal Medicine Associates
100 Main Street
Newton, MA 02115

Internal Medicine Associates
100 Main Street

Newton, MA 02115

Phone: (877)-858-6677

Internal Medicine Associates
100 Main Street

Newton, MA 02115

Fax: (877)-858-6677

Internal Medicine Associates
100 Main Street

Newton, MA 02115

Phone: (877)-858-6677

Fax: (877)-858-6677

SB
sb
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WCMD_DT_TRANS

WCMD_DT_TRANS_LONG
WCMD_DT_TRANS_LONG_SUFFI

X

WCMD_DT_TRANS_LONG_UPPE

R

WCMD_DT_TRANS_LONG_SUFFI

X_UPPER
WCMD_DT_DICT

WCMD_DT_DICT_LONG
WCMD_DT_DICT_LONG_UPPER

WCMD_DT_DICT_LONG_SUFFIX

WCMD_DT_DICT_LONG_SUFFIX

_UPPER

WCMD_DT_UPLOADED
WCMD_DT_UPLOADED_LONG
WCMD_DT_UPLOADED_LONG_

UPPER

WCMD_DT_UPLOADED_LONG_S

UFFIX

WCMD_DT_UPLOADED_LONG_S

UFFIX_UPPER
WCMD_TM_TRANS

WCMD_TM_DICT
WCMD_CP

WCMD_CP_LOWER
WCMD_CP_FNAME

WCMD_CP_MNAME

Description
Date of Transcription
Date of Transcription, Long

Date of Transcription, Long with
suffix

Date of Transcription, Long,
upper case

Date of Transcription, Long,
upper case with suffix

Date of Dictation
Date of Dictation, Long

Date of Dictation, Long, upper
case

Date of Dictation, Long with
suffix

Date of Dictation, Long, upper
case with suffix

Date of Dictation Upload
Date of Dictation Upload, Long

Date of Dictation Upload, Long,
upper case

Date of Dictation Upload, Long
with suffix

Date of Dictation Upload, Long,
upper case with suffix

Time of Transcription

Time of Dictation

Care Provider Initials, CAPS

Care Provider Initials, lower case
Care Provider First Name

Care Provider Middle Name

Example
1/1/2008
January 1, 2008

January 1st, 2008

JANUARY 1, 2008

JANUARY 1st, 2008

1/1/2008
January 1, 2008
JANUARY 1, 2008

January 1st, 2008

JANUARY 1st, 2008

1/1/2008
January 1, 2008
JANUARY 1, 2008

January 1st, 2008

JANUARY 1st, 2008

3:48 PM
3:48 PM
JG

je

John

Jo

WebChartMD
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WCMD_CP_LNAME

WCMD_DICTATOR_SIG
WCMD_REPORT_TYPE

WCMD_WORKTYPE
WCMD_WORKTYPE_KEY

WCMD_MTID
WCMD_DID
WCMD_ICD9

WCMD_INTERFACE_PRACTITION
ER_ID

WCMD_INTERFACE_JOB_NUMB
ER

WCMD_ENCOUNTER_ID
WCMD_JOBID_PHONE

WCMD_DEPARTMENT_ID

WCMD_LOCATION
WCMD_ESIGN

WCMD_ESIGN_1
WCMD_ESIGN_2

WCMD_ESIGN_9
WCMD_ESIGN_10

Description
Care Provider Last Name

First Name, Last Name &
credentials

Report type, mirrors
WCMD_RTYPE

Work type

The clients unique worktype
identifier

Transcriptionist’s ID number
Dictation ID number
ICD9 or billing code

Interface ID for Practitioners?

Interface Job Number?

Patients visit number?!

The Job ID that the provider
would have received while
dictating via phone

Number that identifies a
department?!

Provider’s office location

Allows for customized placement
of the provider’s e-signature.

In the absence of the
WCMD_ESIGN bookmark, the e-
sign statement will be placed at
the end of the document.

For documents being counter
esigned, the counter signer’s
esignatures can be custom
located by using WCMD_
ESIGN_1  through WCMD_
ESIGN_10 Each number

WebChartMD

Example
Jameson

Frank W. Smith, MD, FAACP

Surgical Note

H&P
03 or OP

734
1023912
732.34
1057284

4868606

4004949
000000 (6 digits)

Radiology department
18E10FT498

Chicago

**kx%%* Document e-signed by

Jimmy

Arnold, MD, FACP on Thursday,
August 13,

2009 at 10:53 AM *****

*¥**k**  Document e-signed by

Jimmy

Arnold, MD, FACP on Thursday,
August 13,

2009 at 10:53 AM ****x*
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WCMD_CUSTOM_A
WCMD_CUSTOM_B
WCMD_CUSTOM_C
WCMD_CUSTOM_D
WCMD_CUSTOM_E
WCMD_CUSTOM_F
WCMD_CUSTOM_G

WebChartMD

represents a tier of the counter
sign process.

Bookmarks to allow for custom | *****Customizable entry that
text in the document at specific = benefits the user*****

places. The information can be

populated into these from the

Document Properties window

using the

Bookmarks button.
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Appendix 3: 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’.

I*~_] Unline Uemo

WebChartMD

The Technoclogy tha

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

spress Scribe Setu

Vi oo amework 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 following License Agreement. You must accept the terms of this agreement before
continuing with the installation

1. The copyrights in this software and any visual or audio work distributed with the software
belong to NCH Software and others listed inthe about box. All ights are reserved. Installation
of this software & licensed only in accordance with these tems
2. By intalling, using or distributing this software you, on your own behalf and on behalf of your
employer or principal, agree to be bound by these tems. If you do not agree to any of these
tems, you may not use, copy, transmit, distribute, nor install this software - retum it to the place
of purchase within 14 days to receive a full refund
3. This software, and all accomparying files, data and materials, are distributed "as is” and
with no wararties of any kind, whether express or implied except as required by law. f you
intend to rely on this software for criical purposes you must test it fully prior to using i, 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 not
limited to, any special, incidental or consequential loss. Your entire remedy against us for all
claims is limited to receiving a ful refund for the amourt you paid for the software
5. You may not use this software in any circumstances where there is any risk that failure of
this software might resuit in 3 physical injury or loss of Ife. You aaree to indemnify us from any
claims relating to such unauthorized use
6. You may copy or distribute the installation file of this software in its complete unahtered fom
bt you may not, under any circumstances, distribute any software registration cods for any of
our programs without written permission. Inthe event that you do distribute 2 software
registration code, you wil be lizble to pay the full purchase price for each Iocation where the
unavthorized use occurs
7. e gt of this agreement is govemed by the laws and courts of the
g¥¥zian Capital Te

() | agree with these tems

Next

===

\S) 7] Installing Express Scribe v 5.10

Related Programs and Extras

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

[] Select al

Express Dictate [Recommended]

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

‘Web Dictate Internet Dictation Software

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

Express Delegate

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

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

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

@ﬁ NCH Software Internet Browser Toolbar

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

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 |

Requires .NET 4.7)
Requires .NET 4.7)
i Client v2 (Requires NET 4.7)

Express Scribe Sotor
Microsoft .NET

_ Copy link address
Home | HIPAA Enforcement | Privacy Policy | About Us

Inspect Ctrl+Shift=1

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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@ Savehs X
A4 Bl s> ThisPC » Desktop v | O Search Desktop yel
Organize = Mew folder f= - o
MName Dat ™
5 Microsoft Teams a/1:
& WCMD.Win.WebChartMD.exe - Shortcut 32
2 GoToMeeting 2/20
a Continue WordPerfect Office X9 Installation 212,
; Downloads
v < >
File name: | essetup (1).exe w
Save astype: |Application (*.exe) ~
» Hide Folders | Save Cancel

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

g Run as administrator
Open with Sublime Text
Troubleshoot compatibility
Run with graphics processor
Pin to Start
7-Zip
CRC 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
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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.

[letails Previous Versions
Compatibility | Digital Signatures

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

o "

Run this program in compatibility mode for:
[Windows 7

Settings
[7] Run in 256 colars
[7] Run in 640 480 screen resolution
[ Disable visual themes
[ Disable desktop composition
|| Disable display scaling on 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 box. Al ights are reserved. Installation
of this software is licensed only in accordance with these tems.

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 i 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, distibute 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. arising out of this agresment is govemed by the laws and courts of the

©) | agree with these tems

() | do not agree with these terms

Next
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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.

) B Installing Express Scribe v 5.10

Related Programs and Extras

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

[ Select &l

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

B .-;"r 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.

| a Express Delegate

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

.} MCH Software Internet Browser Toolbar
* Get direct access to all NCH Software from within your browser. Also includes a pop-up
blocker, email notifier, free streaming TV, radio, weather and many other useful 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

B Express Scribe - O *
File Control Yiew MNotes ﬁookmarelp

Ve == i

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

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

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

Options | Help
Playback...

Systemn-Wide Hot-Keys...

Autormatic 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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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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