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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 effithegn 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 invaluale input

how to improve the system. This manual represents the most current revision-@I2r of our User

al ydzr f FyR AyOfdzRSa AyaiaNuzOiAzya 2y Kdzy RNBRa 27F y
¢ many of which began as suggestions given leytdi

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 viglalmng with the User Manual sections
related to different areas of the systegqare 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 stinank you!

Please let us know of any comments oggestions you might have as you use this manual by emailing
us atsupport@webchartmd.com

la Iy C, LY 6SQ@S dzaSR FAOUGUAGAR2dza LI GASYd AYyF2NNIG
taken throughot this manual

Sincerely,

The team at WebChartMD

Pagellof 272 v WebChartMD User ManualTranscription Company Administrator Version


mailto:support@webchartmd.com

WebChartMD

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.

Dictationt The voice file that is yet to be transcribed into written contént i NE F SNNBR G2 & |
DY ¢KS 5L53 aAK2NI T2NJ a5A0GFGA2Y LS55 A& | dzyAl dzf

DocHandlerA downloaded application that performs a number of tasks related to document
management in the WebChartMD system. Maostably, it enables users to accdsanscriptionsvia
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 screefithin WebChartMD. File is used to replace and
alFryYRFNRATS 20KSNJ) aey2yevyz2dza GSNya GKIFIG O2dzA R 68
LR NIFEfOZ aNBO2NRéES GRAOGIGAZ2YE YR GiOGNI YAONRLIGAZY
Facility The healthcare entity serviced by theanscription 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 Tearrthe group of transcriptioists providing service to the Facility. Thanscription
Teamcould be an outside vendor (Transcription Team), or gminse transcription department.
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Logging into the Portal

The website can be reachedwatvw.webchartmd.orgOnce there, the link for the Portal
login page appears in the top righaind side:

Home | WhatWeDo  HowltWorks  Industry Segments  Technology = MobileApp ~ AboutUs  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 wilbg 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

pprofessionals nationwide

T ‘ | rely on WebChartMD for
ppatient encounter
| documentation

Password: ‘ management needs.

forgot password?

WebChartMD. com . v

SECURITY ) UptimeSafe

VERIFIED S | £PS 350 Certified
@ou 208 Appition
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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
F LILJX AOF A2y Aa NBFSNNBR (G2 a GKS 4520 o0F2N) R2

The first step of the installation process is for a fugpto 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 isotnplete, a small yellow lotus icon of WebChartMD appears in the

bottom rightK I YR O2NJ SNJ 2F (GKS dzaSNRa&A aONBSYy AYyRAOI {;
successfully.
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Cpen portal

Reset download options

Use legacy cpening

®

Save every change separately

Enable debug lzgging @

Exit

Customize...

Bt W) 1216 PM

Right mouseclicking the logo causes the following menu items to appear:

Version numberThecurrent version of the DocHandlérheDocHandleupdates automatically
when new versions are available.

Open portal Clickinghis option launchestte WebChartMD Login page. WebChartMD is
compatible with Internet Explorer (version 10 and 11), Google Chrome, Mozilla Firefox,
Safari and Opera.

Reset download optiong his option works in conjunction with the Download option of the
dictations (on pge55) resetting both the file naming convention and preferred download
location as set by the user.

Use legacy opening@ his option is used by WebChartMD support staff to troubleshoot the
DocHandler.

Save every change separateBhecking this option enables the user to manually save edits
G2 | R20dzySyid 2y RSYIYR 0@ dzAAy3d GKS O2y(iNRf b{
the top edge of Microsoft Word.

ONOMONONO
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@ Enable debug loggin@his option is used by WebChartMD supxisff to troubleshoot the
DocHandler.

Initial View When Logging In

Paula Simpson psimpson | 5.8.326 | report bug

Transcriber Inbox Folder 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

Ui e = 34761531 | 0:00:03 Maplewood S... | Reed, Samual 03/01/18 14:12 | 07/09/18 15:01 Pool

Name

TheNameof the folder currently being accessed is displayed in the top left corner.

View and Folder Name

TheViewNameA & RA &L F @ SR NAIKG dzy RSNy SIHGK GKS dza St
as the user navigates to different folders and comes in handy wisémyi different
folders.

Username

TheUsernamethat is logged into the current session in displayed in the top right.

Version Number

TheVersionNumberis displayed next to the username.

Report Bug

TheReportBuglink allows theuser to send notes back to the developer on any bugs
encountered while using the application.

Log out Button

G 0 © O]

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

TheSystem Functionafrealinks allow the user to navigate to different parts of the Portal.

Connie Wallace Swattace | £.£.321 | report bug
Transcriber Inbox Folder Folders Settings Reporis Logout

2 & & T O, search § Change Dictator ¢ Route [jj Delete @ (5

DID Dictated Date

All Facilities

ﬁ Workflow Manager

E My Documents
LEs

Rejected

1 The Folders viewdisplays the folders in which the dictation and transcriptions are accessed.
transcriptions. More details can be found on pa@e 1

1 The Settings vievaccesses the various workflow settings used by the Transcription Team
and healthcare Facilities. More @és can be found on pagde?2.

1 The Reports viewdisplays the Reporting suite. More details can be found on page
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Foldes View
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Folder View Overview

¢tKS C2ft RSNBR @OAS¢g t2FRa o0& RSTlrdA G 6KSYy dzaSNAR TANE
link in the top righthand corner of the screen. The Folders view can be broadly grouped into three
visual areas:

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

- & & T @ Search § Change Dictator ¢ Route [ Delete @@ (57 lyr 2yr Al
All Facilities M= DID Length Facility TAT Remaining Dictator B Dictated
35081496 Fidelity Insura... = 23:09:58 Bales, Lowen 01/19/14
filter... g ;
35081473 Fidelity Insura... | 23:03:40 Bales, Lowen 06/08/17
- Workflow Manager 35081472 Fidelity Insura... = 23:03:39 Bales, Lowen 01/159/18
'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
w 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 ToolbarAlong the top edge of the Folders view is the Functions
Ribbon, or toolbar, which contains buttons used to perform various workflow related tasks.

©

Folder PaneDisplays all folders used in the workflow.

©

@ File Diplay: Displays all dictations and transcriptions in the workflow.

FolderManagement-unctions

Tools within theFolderManagement toolbar vary according to the folder and permission levels of
the user. However, the first six icons from the left aneals constant for all users across all folders.
These are:
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Paula Simpson
Transcriber Inbox Folder

== & ¥ O Search [ Change Dictator @ Route 7 Delete @ -

All Facilities

filter...

322059

WebChartMD

psimpson | 5.8.326 | report bug
Folders Settings Reports Logout

o, lyr 2yr All

Dictator Dictated Date  Uploaded Date

B Workflow Manager
% My Documents

Rejected
QA

Dictator.

OONOCNOMONOXO.

<N @ ' QSearch

= 34588274 0:00:46 Hampton Rad... | Johnson, Jim...

= uersa U=

= 33737753 =

= 34512978 00,00QQ = Fidgs
= 34528421 F

1SUr3... les, Low 5/28{19 14:33 | 05/28/]

r

>

Searchg Allows the user to search the files for specific information.

1433 | Bales, Zoey

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

Refresh¢ Refreshes the data on the pagéhis can be used to refresh the view after moving
columns, changing flags or after closing a documentgdate 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 totahigth of all audio files are two common uses.

Sort Byg Groups the dictations based on selected criteria such as a specific date or a

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.

DataFilter¢ KS f I 0Sfa ameNEI GHENE [yR a!fté NB
Ay (GKS T2t RSNWD GME@NE &aK2ga NBLRNIA GNI ya
Ay GKS ftFrad (62 @SIFNRO rikedforadydaieK2g6a | ff
Special notes on the use of this feature:

f ¢KS aK2NISNI 6KS GAYS AyiSNwIt asSt SOGSR:

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

Page200f 272 « WebChartMD User ManualTranscription Company Administrator Version

iKS



WebChartMD

Several other folder management functions appear on the Workflow Management Toolbar,
depending on which folder the user is in. Detafish@se functions are provided in the individual
folder detailson page 3.

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 mdahan one Facility is serviced by the
Transcription Team, a drop down appears in the-lefp corner of the Folders view. Clicking this
dropdown expands a list of all Facilities serviced by the Transcription Team.
All Facilities Dropdown
ThefirstenNE G0 GKS (2L) 2F GKA&a tAad Aa a!ff CFHOAfAGAS

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

- < & ¥ #Route &) Change Dictator = < & ¥ @ Route &} Change Dictator

| All Facilities Al Facilities
All Facilities
e Advanced Orthopaedics
*"  Workflow Manager #186 Caris, Sanders & Lewis LLP # 186
& My Documents = o Cary Ortho 32205818
h All Documents
m M. Abbott = 14761521 Clearwater ENT = 34751531
@ s. Abraham = 33737753 ggsreilrle Regional Medical = | 13737753
@ s Ackerman _
W N Adair = 34393968 Downington Sheriff's = | 34393968
Department
m A. Ahmed = 34504483 P = 34504483
B N Ahmedii Dot | oot Clios

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 destiibepcoming 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 ManagelY ¢ KS a2 2NJ] Fft2¢ al ylIISNE A& | LRgSNFdA G2
all dictations and trarn@iptions available in the system. More information on the Workflow Manager
can be found on pag2y.

My Documentst KS daé& 520dzySyiaé¢ aKz2ga GKS RAOGIFGA2ya |yl
FRYAY FTNRBY (KS ¢ NI yaO Ndrelifornzagon dan$y Dodumentszah elfoudT GA S &
on pages7.

S £

All Documenty d f
GKS Ct

¢ K
I RYAY FTNRY

>

20dzySyiGaé¢ aKz2ga (GKS RAOGFOAZY
AfAleQ LRAYG 2F OASsd 782NB Ay

Qo
-+ ax

2

Dictator Foldery¥ . St 2¢ (KS a! ftf 520dz2vSydaé¢ FyR AG&a F2f RSNZ
alphabetically by the last name of the provider. More information on Dictator Folders can be found on
page9l

Paula Simpson
Workflow Manager Folder

g £ & ¥ # Route § Change Dicl
All Facilities
Workflow Manager T

The WorkflowManager folder is selected.

#183

g

351378
All Documents

J. Arnold

T. Bales

S. Demo Provider
L. Direnfeld

351378

351378

351378

Feeerod
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Paula Simpson

Transcriber Inbox Folder

_@Eﬂ B & T Q search Change

All Facilities

filter...

& All Documents
g ) Amold

35183¢

35183¢

35183¢

35183¢

35183¢

35183¢

35183¢

I
”
v
&
2

Paula Simpson
Notes Folder

_@Eﬂ . g ? QSearch BCase]nfo

All Facilities

filter...

B workflow Manager

Pending

Inbox
Rejected

Fadility
Hamptcn Radig
Hampton Radig
Hamptcn Radig
Hampton Radid
Hampton Radig
Hampton Radid
Hamptcn Radig
Hampton Radig

Hamptcn Radig

¢ KS

WebChartMD

LYo2E TFT2tRSNI gAGKAY

T2t RSN 6AGKAY

aaé

a!

w

tt
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Jimmy Arnold

Pending Folder
SR EM® Y Aser

All Facilities

filter...

B Workflow Manager
h My Documents

¢KS t SYyRAY3I FT2f RSNJ gAGKAY (GKS 4G54
Dictator J. Arnold is selected.

h J. Drood

A. Fairchild

o

fﬂ 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
G233tS odzid2y OKFy3aSa (GKS 6KAOK agAioOKSa GUKS ©OASs

¢CKS a{AYLXS +ASgé¢ KARSaA Ittt RAOGlIG2N yIYSa YR LIN.
Ozttt LAY Lttt RAOGIG2NR Ayid2 || RNRL g6y OFfttSR a
¢CKS a/traard £ASgé¢ RAALIFea | f isHolderpyfdefauk.t RA OGI G 2

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 = & 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 F.
E W = | 35183604 | 01/ My Documents = | 35183604 | 01/C
= 35183603 01/ = 35183603 0140
QA = 35183602 0L/ E— = 35183602 | 0140
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 | 1241
@ . mizel = 35137846 1 = 35137846 1271
g ). Renault
l [pmmrmr— = | 35137841 | 12/ NN = | 35137841 | 12/

Currently in Classic View. Clickk S a { A Y /dzNNSYGf & Ay {AYLX S
+ASg6¢ odziGzy G2 Y20! +AS¢é¢ odzildzy G2 Y20
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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 transcipis. The folders visible and their content depend

on the User role and their permissions.

Row and Page Setting

In the bottom righthand corner of the file display is the row and page setting. The number of rows

that are displayed, each row containindila, 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

O2y Gl AYyAy3 amnné YR OKFy3aAy3a GKS aSdidAay3a dzaiy3a i

o JalfUiu=LLele..,

Pool jarnold-11262..,
Pool jarnold-11262..,
Pool jarnold-11262...

Pool jarnold-11262.., |imif I 1

The current page is changed by clicking the figtit OA y 3 a3 i ég/ 32 NILINETE | NNR g & ®

=

Wallace, Con moniqueharr...

Wallace, Con moniqueharri... /\

| =~ L. | | T
Wallace, Con gewaldm ..zl I F 30 Jirwh‘/')ﬂmﬁ:2

¢tKS R26YS6IFINR FFEOAY3I FINNRg (G2 GKS STl 2F [ AYAGE
smaller view (see below). Clicking thefaging arrowwhile 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 thep-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 expldmagcoming pages.

Paula Simpson psimpson | 5.8.326 | report bu
Workflow Manager Folder Folders Settings Reports Logou

- & B & ¥route &) Change Dictator |4 Submit [ Case Info [ | Open @}l Play | &Move @ Export [ Delete §) (5

All Facilities FileName  Lengt gy tatus Facility Dictator Bill (Lines) First

-- ‘-----

filter...

" Workflow Manager #1092
B = 32205818 pueseyl0613.. 00103  Pending Advanced Ort.. Vesey, Philip 5598 Beth Adam
& Al Documents
m 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
m S. Ackerman
W@ . Adair = 34303088  achah3-0418.. 00042 QA AdvErced Ort.. | Shah Ackish 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 Functiong his 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.

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

Paula Simpson
Workflow Manager Folder

e Facila Dictator el (Lines)

Workflow Manager

& My Documents = 32205818  pveseyl-0613.. O00L03  Pending Advanced Ort..  Vesey, Philp 55098 Beth Adam
& Al Documents

‘ M. Abbott = 34781531 | sreed-030120..  0:00:02 Pending = Maplewood 5.. | Reed, Samual - Mikhail Bekarov
‘: = Rl = 33737753  davidharding.. = 000:04 | Pending Caris Sanders..  Harding, David 143 Gerald | Cooper
@ s Ackerman

W@ nAdair = | 24203968 | ashah3-0418.. | 00042 | QA Advanced Ort... | Shah, Ashish 053 SYSTEM | BLANK
‘ A. Ahmed = 34504484 | Jimmylohnso... | 0:02:31 QA Hampton Rad... | Johnson, Jim... 5332 John Smithers
@ N Ahmedii _

The first five icons from the left are consistent in all folders and more information on them can be
found on pagel9. 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 p&$e

More details on Pools artanscriptionist queue can be found on pazy&t.
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