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Welcome to WebChartMD! 
 

WebChartMD launched in 2006 as a workflow platform to assist medical transcription companies and 
departments process clinical documentation more efficiently.   Since then, over 15 million transcriptions 
for over 40,000 healthcare providers have been transcribed by thousands of medical language 
specialists.   
 
One of the key benefits of having so many users over so many years has been their invaluable input in 
how to improve the system.  This manual represents the most current revision (2019-2020) of our User 
aŀƴǳŀƭ ŀƴŘ ƛƴŎƭǳŘŜǎ ƛƴǎǘǊǳŎǘƛƻƴǎ ƻƴ ƘǳƴŘǊŜŘǎ ƻŦ ƴŜǿ ŦŜŀǘǳǊŜǎ ǘƘŀǘ ǿŜΩǾŜ ŀŘŘŜŘ ƻǾŜǊ ǘƘŜ ƭŀǎǘ ŦŜǿ ȅŜŀǊǎ 
ς many of which began as suggestions given by clients.    
 
In addition to new features, this version of the manual contains links to videos which give quick 
overviews of how a respective feature works.  Those same videos ς along with the User Manual sections 
related to different areas of the system ς are posted within the WebChartMD platform for easy access.   
 
To all of our clients who have helped us make WebChartMD one of the premier clinical documentation 

workflow platforms in healthcare today, we say thank you! 

Please let us know of any comments or suggestions you might have as you use this manual by emailing 

us at support@webchartmd.com.    

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

taken throughout this manual. 

 

Sincerely,  

 

The team at WebChartMD 

  

mailto:support@webchartmd.com
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Glossary of Terms 
 

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

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

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

DocHandler: A downloaded application that performs a number of tasks related to document 

management in the WebChartMD system. Most notably, it enables users to access transcriptions via 

their locally installed copy of Microsoft Word.   

File:  A generic term to describe either a dictation or a transcription as it moves through the workflow 

and is presented in any of the various screens within WebChartMD.  File is used to replace and 

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

ǇƻǊǘŀƭύΣ άǊŜŎƻǊŘέΣ άŘƛŎǘŀǘƛƻƴέ ŀƴŘ άǘǊŀƴǎŎǊƛǇǘƛƻƴέΦ   

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

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

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

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

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

Enter your username and password in the fields and click on the Login button. If the username and 
password are correct, it will log in to the portal. If incorrect, a message will be displayed indicating 
that it is incorrect. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.webchartmd.org/
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Software Installation 
 
The first time a user logs into WebChartMD, the system installs a small application that 
enables the locally installed copy of Microsoft Word to interact with WebChartMD.  This 
ŀǇǇƭƛŎŀǘƛƻƴ ƛǎ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ǘƘŜ ά5ƻŎ όŦƻǊ ŘƻŎǳƳŜƴǘύ IŀƴŘƭŜǊΣέ hǊ 5ƻŎIŀƴŘƭŜǊΦ   
 
The first step of the installation process is for a pop-up to appear on screen, indicating the 
DocHandler is downloading.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the download is complete, click the downloaded file to install it.   
 
Please note: The DocHandler only needs to install once per computer, regardless of how 
many users are accessing WebChartMD from the computer. 
 

DocHandler 
 
Once the installation is complete,  a small yellow lotus icon of WebChartMD appears in the 
bottom right-ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ǳǎŜǊΩǎ ǎŎǊŜŜƴ ƛƴŘƛŎŀǘƛƴƎ ǘƘŀǘ ǘƘŜ 5ƻŎIŀƴŘƭŜǊ Ƙŀǎ ƛƴǎǘŀƭƭŜŘ 
successfully.   
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Right mouse-clicking the logo causes the following menu items to appear:   
 
Version number: The current version of the DocHandler. The DocHandler updates automatically 
when new versions are available. 
 
Open portal: Clicking this option launches the WebChartMD Login page. WebChartMD is 
compatible with Internet Explorer (version 10 and 11), Google Chrome, Mozilla Firefox, 
Safari and Opera. 
 
Reset download options: This option works in conjunction with the Download option of the 
dictations (on page 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 
ǘƻ ŀ ŘƻŎǳƳŜƴǘ ƻƴ ŘŜƳŀƴŘ ōȅ ǳǎƛƴƎ ǘƘŜ ŎƻƴǘǊƻƭҌ{ ǎƘƻǊǘŎǳǘ ƻǊ ǇǊŜǎǎƛƴƎ ǘƘŜ άǎŀǾŜέ ƛŎƻƴ ŀƭƻƴƎ 
the top edge of Microsoft Word.  
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Enable debug logging: This option is used by WebChartMD support staff to troubleshoot the 
DocHandler. 
 

 

Initial View When Logging In 
 
 
 
 
 
 
 
 
 
 
 
 

Name 

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

The View Name ƛǎ ŘƛǎǇƭŀȅŜŘ ǊƛƎƘǘ ǳƴŘŜǊƴŜŀǘƘ ǘƘŜ ǳǎŜǊΩ ƴŀƳŜΦ ¢ƘŜ ǾƛŜǿ ƴŀƳŜ ŎƘŀƴƎŜǎ 
as the user navigates to different folders and comes in handy when visiting different 
folders. 

 
Username 

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

The Version Number is displayed next to the username.  
 
Report Bug 

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

 
Log out Button 

The Logout button logs the user out of the Portal, ending the current session 
 

2 

1 

3 

4 

5 

6 

1 

2 

3 4 5 

6 

7 

6 



 
 
 
 
 

Page 17 of 272  ω  WebChartMD - User Manual: Transcription Company Administrator Version 
 

 

System Functional Areas (Views) 
 

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

 

 

 

 

 

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

 

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

 

¶ 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 
 
¢ƘŜ CƻƭŘŜǊǎ ǾƛŜǿ ƭƻŀŘǎ ōȅ ŘŜŦŀǳƭǘ ǿƘŜƴ ǳǎŜǊǎ ŦƛǊǎǘ ƭƻƎ ƛƴΦ  Lǘ ƛǎ ŀƭǎƻ ŀŎŎŜǎǎŜŘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άCƻƭŘŜǊǎέ 
link in the top right-hand corner of the screen.  The Folders view can be broadly grouped into three 
visual areas:  
 
 

 
 

 
Workflow Management Toolbar: Along the top edge of the Folders view is the Functions 
Ribbon, or toolbar, which contains buttons used to perform various workflow related tasks.  
 
Folder Pane: Displays all folders used in the workflow.   
 
 
File Display: Displays all dictations and transcriptions in the workflow.   
 

 
 

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: 
 
 

1 

1 

2 3 

2 
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Pin Sidebar ς This toggle button shows or hides the folder pane containing folders below the 
All Facilities column. 
 
Refresh ς Refreshes the data on the page. This can be used to refresh the view after moving 
columns, changing flags or after closing a document to update the data displayed. 
 
Show Totals ς Shows total across the top of dictations in a grey row. This helps the user see 
the number of dictations and other information at a quick glance without having to 
calculate. Number of dictations and total length of all audio files are two common uses. 
 
Sort By ς  Groups the dictations based on selected criteria such as a specific date or a 
Dictator. 
 
Filter ς Adds filter boxes underneath column headers, allowing user to filter the data. The 
user hides dictations based on excluded data and only views the filtered results. 
 
Search ς Allows the user to search the files for specific information. 
 
Data Filter ς ¢ƘŜ ƭŀōŜƭǎ άмȅǊέΣ άнȅǊέ ŀƴŘ ά!ƭƭέ ǊŜŦŜǊ ǘƻ ǘƘŜ ŀƎŜ ƻŦ ǊŜǇƻǊǘǎ ǿƛƭƭ ōŜ ǾƛǎƛōƭŜ ƻƴ ǎŎǊŜŜƴ 
ƛƴ ǘƘŜ ŦƻƭŘŜǊΦ  άмȅǊέ ǎƘƻǿǎ ǊŜǇƻǊǘǎ ǘǊŀƴǎŎǊƛōŜŘ ƛƴ ǘƘŜ ƭŀǎǘ ȅŜŀǊΦ άнȅǊέ ǎƘƻǿǎ ǊŜǇƻǊǘǎ ǘǊŀƴǎŎǊƛōŜŘ 
ƛƴ ǘƘŜ ƭŀǎǘ ǘǿƻ ȅŜŀǊǎΦ  ά!ƭƭέ ǎƘƻǿǎ ŀƭƭ ǘǊŀƴǎŎǊƛǇǘƛƻƴǎ ǘǊŀƴǎŎribed for any date.   

 
Special notes on the use of this feature:  

 

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

¶ All transcriptions regardless of the date are always available for access on the system by 
using the Search feature.   
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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 entǊȅ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘƛǎ ƭƛǎǘ ƛǎ ά!ƭƭ CŀŎƛƭƛǘƛŜǎέ όǎŜŜ ōŜƭƻǿύΦ /ƘƻƻǎƛƴƎ !ƭƭ CŀŎƛƭƛǘƛŜǎ ǿƛƭƭ ƭƛǎǘ ŀƭƭ 
Dictators serviced by the Transcription Team in the folder pane. Selecting on individual Facility 
displays only those Dictators at the selected Facility. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 ManagerΥ ¢ƘŜ ά²ƻǊƪŦƭƻǿ aŀƴŀƎŜǊέ ƛǎ ŀ ǇƻǿŜǊŦǳƭ ǘƻƻƭ ǘƘŀǘ ǇǊƻǾƛŘŜǎ ǉǳƛŎƪ ŀƴŘ Ŝŀǎȅ ŀŎŎŜǎǎ ǘƻ 
all dictations and transcriptions available in the system. More information on the Workflow Manager 
can be found on page 27. 
 
My Documents: ¢ƘŜ άaȅ 5ƻŎǳƳŜƴǘǎέ ǎƘƻǿǎ ǘƘŜ ŘƛŎǘŀǘƛƻƴǎ ŀƴŘ ǘǊŀƴǎŎǊƛǇǘƛƻƴǎ ǘƻ ǘƘŜ ¢ǊŀƴǎŎǊƛǇǘƛƻƴ ¢ŜŀƳ 
ŀŘƳƛƴ ŦǊƻƳ ǘƘŜ ¢ǊŀƴǎŎǊƛǇǘƛƻƴ ¢ŜŀƳǎΩ Ǉƻƛƴǘ ƻŦ ǾƛŜǿΦ More information on My Documents can be found 
on page 57. 
 
All DocumentsΥ ¢ƘŜ ά!ƭƭ 5ƻŎǳƳŜƴǘǎέ ǎƘƻǿǎ ǘƘŜ ŘƛŎǘŀǘƛƻƴǎ ŀƴŘ ǘǊŀƴǎŎǊƛǇǘƛƻƴǎ ǘƻ ǘƘŜ ¢ǊŀƴǎŎǊƛǇǘƛƻƴ ¢ŜŀƳ 
ŀŘƳƛƴ ŦǊƻƳ ǘƘŜ CŀŎƛƭƛǘȅΩ Ǉƻƛƴǘ ƻŦ ǾƛŜǿΦ aƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ !ƭƭ 5ƻŎǳƳŜƴǘǎ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴ ǇŀƎŜ 76. 
 
Dictator FoldersΥ .Ŝƭƻǿ ǘƘŜ ά!ƭƭ 5ƻŎǳƳŜƴǘǎέ ŀƴŘ ƛǘǎ ŦƻƭŘŜǊǎ ŀǊŜ ǘƘŜ 5ƛŎǘŀǘƻǊ CƻƭŘŜǊǎΦ ¢ƘŜǎŜ ŀǊŜ ƭŀƛŘ ƻǳǘ 
alphabetically by the last name of the provider. More information on Dictator Folders can be found on 
page 91. 
 
 

 
 
 
 
 
 
The Workflow Manager folder is selected. 
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¢ƘŜ LƴōƻȄ ŦƻƭŘŜǊ ǿƛǘƘƛƴ άaȅ 5ƻŎǳƳŜƴǘǎέ ƛǎ ǎŜƭŜŎǘŜŘΦ 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
¢ƘŜ bƻǘŜǎ ŦƻƭŘŜǊ ǿƛǘƘƛƴ ά!ƭƭ 5ƻŎǳƳŜƴǘǎέ ƛǎ ǎŜƭŜŎǘŜŘΦ 
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¢ƘŜ tŜƴŘƛƴƎ ŦƻƭŘŜǊ ǿƛǘƘƛƴ ǘƘŜ ά5ƛŎǘŀǘƻǊ CƻƭŘŜǊǎέ ŦƻǊ 
Dictator J. Arnold is selected. 
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Folder View Options 

 
The Folder Pane can present folders in two different views.  At the bottom of the Folders Pane a 
ǘƻƎƎƭŜ ōǳǘǘƻƴ ŎƘŀƴƎŜǎ ǘƘŜ ǿƘƛŎƘ ǎǿƛǘŎƘŜǎ ǘƘŜ ǾƛŜǿ ōŜǘǿŜŜƴ ά/ƭŀǎǎƛŎ ±ƛŜǿέ ŀƴŘ ά{ƛƳǇƭŜ ±ƛŜǿΦ 
 
¢ƘŜ ά{ƛƳǇƭŜ ±ƛŜǿέ ƘƛŘŜǎ ŀƭƭ ŘƛŎǘŀǘƻǊ ƴŀƳŜǎ ŀƴŘ ǇǊŜǎŜƴǘǎ ŀ ǎƛƳǇƭŜǊ ǾƛŜǿ ƻŦ ǘƘŜ ŦƻƭŘŜǊǎ ǿƘƛƭŜ 
ŎƻƭƭŀǇǎƛƴƎ ŀƭƭ ŘƛŎǘŀǘƻǊǎ ƛƴǘƻ ŀ ŘǊƻǇŘƻǿƴ ŎŀƭƭŜŘ ά!ƭƭ 5ƛŎǘŀǘƻǊǎέ ŀōƻǾŜ ǘƘŜ ŦƻƭŘŜǊǎΦ  
 
¢ƘŜ ά/ƭŀǎǎƛŎ ±ƛŜǿέ ŘƛǎǇƭŀȅǎ ŀ ƭƛǎǘ ƻŦ ŀƭƭ ŘƛŎǘŀǘƻǊ ƴŀƳŜǎ ōŜƭƻǿ ǘƘŜ !ƭƭ 5ƻŎǳƳŜƴts 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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Currently in Classic View. Click ǘƘŜ ά{ƛƳǇƭŜ 
±ƛŜǿέ ōǳǘǘƻƴ ǘƻ ƳƻǾŜ ǘƻ {ƛƳǇƭŜ ±ƛŜǿΦ 

/ǳǊǊŜƴǘƭȅ ƛƴ {ƛƳǇƭŜ ±ƛŜǿΦ  /ƭƛŎƪ ǘƘŜ ά/ƭŀǎǎƛŎ 
±ƛŜǿέ ōǳǘǘƻƴ ǘƻ ƳƻǾŜ ǘƻ /ƭŀǎǎƛŎ ±ƛŜǿΦ 
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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 
ŎƻƴǘŀƛƴƛƴƎ άмллέ ŀƴŘ ŎƘŀƴƎƛƴƎ ǘƘŜ ǎŜǘǘƛƴƎ ǳǎƛƴƎ ǘƘŜ ǳǇ ŀƴŘ Řƻǿƴ ŀǊǊƻǿǎ ǿƛǘƘƛƴ ǘƘŜ ǎŜǘǘƛƴƎ ōƻȄΦ   
 
 
 
 
 
 
 
 
 
The current page is changed by clicking the right-ŦŀŎƛƴƎ άƴŜȄǘέ ƻǊ ƭŜŦǘ-ŦŀŎƛƴƎ άǇǊŜǾέ ŀǊǊƻǿǎΦ  
 
 
 
 
 
 
 
 
 
¢ƘŜ ŘƻǿƴǿŀǊŘ ŦŀŎƛƴƎ ŀǊǊƻǿ ǘƻ ǘƘŜ ƭŜŦǘ ƻŦ ά[ƛƳƛǘέ ƳƛƴƛƳƛȊŜǎ ǘƘŜ Ǌƻǿ ŀƴŘ ǇŀƎŜ ǎŜǘǘƛƴƎ ōƻȄ ǘƻ ŀ 
smaller view (see below). Clicking the up-facing arrow while in minimized view restores the default 
size.  
 
 
 
 
 
 
Note: The functions available in the Folder Management Tools and contents of the File Display 
section depend on the Folder in use.  
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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. 
 

 
 
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 
 
 

 
 
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 
 

 

 
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.  
 

1 

2 

3 

4 

5 

6 

7 

8 

9 

1 


























































































































































































































































































































































































































































































