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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 healthcangroviders 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 currenioewi20192020) of our User

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

In addition to new features, this version of the manual contaimsslito 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 systequare posted within the WebChartMD platform for easy access.

To all of our cliets 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 or suggestions 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 throughout this manual

Sincerely,

The team at WebChartMD
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Glossary of Terms

A nunber 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 th@anual (e.g. Transcription Team) are defined
within this Glossary of Terms.

Dictationy ¢ KS @2A0S FA{S GKIG Aa &Sd G2 0SS GNIyaONROSH
DIDY¥ ¢KS 5L53 aK2NIi ¥F2NJ a5 A Odabsigingdd Bo¥a didtaicn.z A & | dzy A lj dzS
DocHandlerA downloaded application that performs a number of tasks related to document

management in the WebChartMD system. Most notably, it enables users to dessiptionsvia
their locally installed copy of Microsoft \Wahr

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 séch @ N2 6 ¢ o6l & Ay | LI NI A Oc
LR NIIFfoX aNBO2NRéX ARAOQOGIFGA2YE YR AGGNI YAONRLIIAZY
Facility The healthcare entity serviced by theanscription Team For the purpose of this manual,

Facility is used synonymously with location, departmant] office.

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

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

Transcription Teatrthe group of transdptionists providing service to the Facility. TFranscription
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 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 areorrect, 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
g Over 5,000 healthcare
pprofessionals nationwide
Username: ‘ | rely on WebChartMD for
patient encounter
documentation
Password: ‘ | eI TR

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 onlyeds 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 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 launches the 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 optifrthe
dictations (on pagd4) 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 changeeparately Checking 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.
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@ Enable debug loggin@his option is used by WebChartMD support staff to troubleshoot the

DocHandler.

Initial View When Logging In

O,

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

== B ¥ O Search [

o0 P & = E  Didator Dictated Uploaded

filter... ‘
34588085 . Arnold, Jimmy 06/21/1913:50 | 06/21/19 13:54 | 04/28/20 11:57  Simi

B Workflow Manager
'&‘ Hampton Radiology

Notes

34877479 . Arnold, limmy 06/21/1913:52 | 06/21/1013:56 | 04/28/2011:56 | Betty Smith

34588116 . Arnald, limmy 06/21/1913:55 | 06/21/1913:59  04/06/20 10:53  Zebe Apollos

Pending 34588179 Bales, Traci 06/21/1914:05 | 06/21/19 14:09 | 12/06/1910:36 = Alice Smith

Name

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

View and Folder Name

TheViewNameA & RA &L @SR NARIKG dzy RSNYy S| (K
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.

O 0 OO

Log out Button

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

TheSystemFunctional Aredinks allow the user to navigate to different parts of the Portal.

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

20— 2 Al
2

—pm N~
= & B 8 ¥ Q.search [[|Open & Print [4Finalize {§ Reject §§ Change Dictator &2, Fax [ Case Info T Delete

b FE2La"E Dictator Dictated Uploaded L

filter...

34877483 Armald, limmy 06/21/1913:52 | 06/21/1913:56
E‘ Hampton Radiology

MNotes

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

, 34877479 Arnold, Jimry 06/21/1913:52  06/21/1913:
Pending

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

1 The Setthgs viewaccesses the various workflow settings used by the Transcription Team
and healthcare Facilities. More details can be found on page

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

¢tKS C2f RSNE OAS¢g f2FRa o0& RSTldzZ G ¢6KSYy dzaSNE TANA

link in the top righthand corner of the screen. The Folders view can be broadly grouped into three
visual areas:

Paul Simpson PaulSimp | 5.8.340 | report bug
Inbox Folder Folders Settings Reports Logout
- g i =] ? @, Search [ | Open & Print | of Finalize G Reject QChange Dictator E Fax BCase Info [—3 Delete ﬂ [ lyr 2yr All
= E Dictator Dictated Uploaded
filter...
= 34877483 Arnold, Jimmy 06/21/1913:52 | 06/21/1913:56 04/28/2011:57  Dennis Aramonte
34588085 Arnold, Jimmy 06/21/1913:50 | 06/21/19 13:54 | 04/28/2011: Simi Abraham
34577479 Arnold, Jimmy 06/21/1913:52 | 06/21/1913:56  04/28/20 1L Betty Smith
34588116 . Arnald, Jimmy 06/21/1913:55 | 06/21/19 13:59 | 04/06/20 10: Zebe Apollos
34588179 Bales, Traci 06/21/1914:05 | 06/21/19 14:08 = 12/06/19 10 Alice Smith
Final = | 34504483 . Fairchild, April 05/23/1915:30 | 05/23/1915:35 | 05/23/1917:10 | Jason Bell 34
E fr ,;;T;‘d = 34215312 . Fairchild, April 02/25/1910:11 | 02/25/1910:15 | 03/13/191444  Marcia Johnson 10
W .. Blackwe = 1220599 @ Sanders, Mar... | 06/13/17 1 6/12/17 1648 | 06/26/1717:13 | Greg Halvorson x
w e Far:'rch' = 32205830 . Sanders, Mar... | 06/13/17 /13717 16:48 | 06/26/17 17:02 | Dennis Banks 02
E j ::EITO = | 32205829 . Sanders, Mar... | 06/13/17 16:45 | 06/13/17 1648 = 06/26/17 17:01 | Mahesh Babu 12
@ D.McLaughlin = 120582 @ Sanders, Mar.. | 06/13/17 1645 | 06/13/17 1648 | 06/26/17 17:00 | James Haverty 10
2 ::)Mh:::a” = | 32205827 . Sanders, Mar... | 06/13/17 16:45 | 06/13/17 16:48 | 06/26/17 17:00 | Jill Mercy 11
hﬂ J. Renault = 322058286 . Sanders, Mar... | 06/13/17 16:45  08/13/17 1648  06/26/17 16:39  Vreena Apelweiss 10

@ Workflow Management 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 Display 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 lefé 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

= & & T Q Search JR§ Change Dictator @ Route {7 Delete @ (- o’ 1yr 2yr

All
All Facilities Dictated Date  Uploaded Date Routed

ONONOMOROXO,

]

W

r

J

=

o .
0

¥

N

|

- Workfl:i::eh:;nager --~q ; @ ﬁ @ Qsearch

'{fﬁ My Documents

m 34512978 00,08QQ = Fidgl SUT3... les, Lowy 05/28/19 14:33 | 05/28/184433 Bales, Zoey
8 34528421 F Al 8:50 | 06/0 Bales, Zoey
Rejected i = @

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
Healthcare Provider

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

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

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

It AOLAYI GKS 6{SFNDKE 0dzii haliyd NBY €00 IS I INDKE oF AN RISy &

Fields requiring explanation:

1 ¢KS a5L5¢ FTASER NBLNBaSyida GKS dzyAljdzsS y RAITAG

z ~

f ¢KS a! LX2FRSR FNRYE¢ |yR (K G! LX 21 RSR ¢hé FASE

were dictated during a spe@fdate range.
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f ¢KS GCAfSYIlIYSé FASER Ffft2ga (GKS dzaASNI (2 aSI NOK
audio file. The audio file name has a specific naming format:

jarnecld-12182019-123801wav

& 2 | N¥HeéltRcare Provid® dza SNY | YS
d MH MYy K date dfdictation: 18" December 2019
a M H o y time of dictation in 24hr format: 12:38pm
4 4 | aadio file format of .wav

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

f ¢KS aw2ol é¢ Aa [|prodoédtd tdeBealth@ie ProvidéatcHe énd af &heir
dictation when calling into a phone line. The user can also search for a specific JobID as
needed.

T ¢KS GCANRG¢ FYyR a[laitié FASEtRa fft2g (GKS dzaSNJI
respectively.
T ¢KS aL51¢ FASER Fftft26a (GKS dzaSNJ G2 &aSkNOK F2NJ
Once the search criteria have been entered, the search can be performed on the last 12 months by
Of AOTAY3I a{SIFNOK tlFad ,SFNE 2NI{IKSNIBK GIATNEBE dR | tifl DI 348
NBadzZ G6a oAff NBOGdzNY Y2NB ljdzAiO1ft& AF a{SIFNOK tl+ai

Once the selection is made, search results will appear on screen below the Filter Criteria box. To close
0KS {SINOK 02EX Of AO(rCitdigboxi / t 2a4S¢ odzidz2y Ay (GUKS C

@ DataFiter ¢ KS f - 08t& GMaNES GHENE FyR alffé NBFSNI
AY GKS T2t RSN AGMENE aK26& NBLRNIA (NI yaONKoS
Ay GKS frat G662 2SFNE® alforanydatek26a Ftt GNFyao

Special notes on the use of this feature:

T ¢KS aK2NISNI GKS GAYS AyUiSNODIt aSt SOGSRz GKS
9 All transcriptions regardless of the date are always available for access on the system by
using the Search feare.

Several other folder management functions appear on the Workflow Management Toolbar,

depending on which folder the user is iBetails of these functions are provided in the individual
folder detailsstartingon page46.
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Folders

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

Workflow ManagelYy ¢ KS G2 2NJ] Ft2¢ al yFr3aSNE Aa | LJ2gSNFdA
all dictations and transcriptions available in the system. More information on the \Warkflanager
can be found on pagal.

Facility Name Thefolder containing the user folders is named with the Facility nanshdtvs the
dictations and transcriptions to thEacilityadmin. More information orracility ebcuments can be found
on page46.

Healthcare ProvideFoldersYy . St 2¢ (KS a! ff 52 OdAfedlyica® Providgf R A (i &

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

Paul Simpson
Workflow Manager Folde

S H S8 Y &chang

" Workflow Manager The Workflow Manager folder is selected.

§ .. Arnold

o

W T Bales
& . Blackwell
W A Fairchild
& /. Johnson

Paul Simpson
Inbox Folder

= 'gj = ? (4, Search

filter...

Workflow Manager

penene The Inbox folder withithe éNamed Faciliy A& aSt SOGSR®

Inbox
Rejected

Final
g - Arnold

g T Bales
I 1 Blaclawall

Pagel7of 121 w WebChartMD User ManualFacilityAdministrator Version

g2

T 2



WebChartMD

Jimmy Arnold
Pending Folder

,'? 123 ’E ? QSearch

filter...

B workflow Manager
l Radi

S4MmMpion saaicic

Pending

¢KS t SYRAY 3 THebltReSralPravieG R A RSNK S & 2 NJ
Healthcare Provided. Arnold is selected.

m T. Bales

@ - Blackwell
[ A Fairchild
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Folder View Options

The Folder Pane can present folders in two different views. At the bottom of the Folders Pane a
G233tS odzid2y OKFy3aSa (GKS 6KAOK agAioOKSa GUKS ©OASs

¢ KS a{MYa¥# SKHe&tScare Prdvitlemames and presents a simpler view of the folders
while collapsing aMealthcare Providér Ay G2 | RNBLIR2gy OFIftSR a!ftf 5A0

¢CKS a/tFaarld = A Heathcad Riovifletadmes bébw thie AlEDocuments folflef by
default. Also, the Classic View presents a filter box at the top of the folders, allowing the user to
quickly search for a specifitealthcare Provideby typing their name in it.

Jimmy Arnold Jimmy Arnold
Pending Folder Pending Folder

: E: i E ? ClSearch C [';j E ? QSearch
filter. | All Dictators
B Workflow Manager I-i Workflow Manager
Pending
Rejected Inbox
Final —
€]
@ ). Amold )
{ij T. Bales Einal
& ). Blackwell
g A Fairchild
{ii J. Johnson
@ - malk
@ D. McLaughlin
@ I Menta
@ D. Mizell
g - Renault
@3 ™. sanders
g c ile
@ - woodard

] dNNByGte Ay /f1aard /dNNByidte Ay {[AYLES .
+ASg6¢ odziGzy G2 Y20! +AS¢gé¢ odzitzy 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 tRée Display within the Workflow Manager (see page

22), which displays both dictations and transcriptions. The folders visible and their content depend
on the User role and their permissions.

Row and Page Setting

In the bottom righthand corner of theife 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

coniF AYyAy3 amnné |yR OKIFIy3aAy3d GKS aSGlAy3a dzaaAy3ad GKS

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 arrow while in minimized view restores the default

size.

Note: The functions available in the Foldéanagement 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 tepft corner of the folder pane is the Workflow Manager (see
below). The Workflow Manager is a powerful tool tipabvides 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 simubneously. This is achieved by combining several functions such as Filter, Show
Totals, Export, Move and Submit, each of which is explained in upcoming pages.

Paul: mpson psimpson | 5.8.326 | report bu
Worki r Manager Folder Folders Settings Reports Logou

=il = lyr 2yr Al

File Name Lengt’ ) tatus Facility Dictator Bill (Lines) First
Workflow Manager #192 = 3:27:34
== = 32205818 | pveseyl-0613.. | 0:01:03 Pending | Advanced Ort.. | Vesey, Philip 5598 Beth Adam

& All Documents
m M. Abbott = 34761531 | sreed-030120.. @ 0:00:03 Pending | M; od S.. | Reed, Samual - Mikhail Bekarov
& s. abraham = | 33737753  davidharding.. = 0:00:04 | Pending ers.. | Harding, David 143 Gerald Cooper
m S. Ackerman
m N. Adair = 34383968 achah3-0418.. 0:00:42 QA Advanced Ort.. | Shah, Ashish 053 SYSTEM BLAMNK
@& 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 Functiond 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 pwois 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

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

1yr 2yr All
Uploaded Report Type Last Modified Date
I
[} Hampton Radiclogy
W@ . Amold
E T. Bales = | 32126655 ‘ Woodard, Ja... | | ‘ QA | Standard | 06/02/17 06:09 | XRAY Simpson, Paula | 08/20
J. Blackwell
W A Fairchild = 22205824  Sanders, Mar.. QA Standard | 06/13/17 1648  CTSCAN-Sa..  Simpson, Paula | 11/25
@ ). Johnson = 22205589  Sanders, Mar.. QA Standard | 06/13/17 1648 | X-RAY Sanders  Connelly, Jor.. | 05/26
@ . malk
= /13/17 162 - /
& . McLaughiin = 3205549 Sanders, Mar. QA Standard | 06/13/17 1648 ULTRASOUN..  Simpson, Paula | 04/23

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

@ Change Dictator

Paula Simpsaon
Workflow Manager == ...

[Hampten Ra..] Arnold, Jimmy

[} [Hampton Ra...] Bales, Traci

& A [Hampton Ra..] Blackwell, John = Y ety

2 bt [Hampton Ra..] Fairchild, April N N .

@ s Ackerman [Hampton Ra..] Johnson, Jimmy

& N Adair [Hampton Ra..] Malk, Jason 517
@ A Ahmed = | — | pueseyi0i [Hampton Ra..] McLaughlin, Daniel ading ‘ Advanced Ort.. | Vesey, Philip ‘ =
ﬂ N'A,hmdh _ [Hamntan Pa 1 hdahta Tcha

Thed KI y3S Sukcton is dsedNuibe Files need to be moved from oktealthcare Provid€ &
folders to anotheHealthcare Providep ¢CKS dzaSNJ aSt SOia I RAOGIFGAZY
5A00FG2NE odzii2y AY G KSHeal®@rk Broviaromyfti Didtdidr S Od &
dropdown.

P
(0p))

PaAy3 GKS a4/ KIFy3aS 5 A Bdalthdag RbvidddsritificadionBttachédlitolad Sa (K S
dictation or transcription. When thelealthcare Provideis changed, the filename is updated to reflect

the newHealthcare Providéd ¢ KS G5A Q0BG YRE aO2 DAz AGee O2f dzyy AT
updated.
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DID Dictator File Name

I T

= S ——
= 24761531 Reed, SERNET: :

Dictator File Name

A" I B
o e —

= | 34761331

33737753 | Hardi

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

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

PaulSimp | 5.8.240 | report bug I
Folders Settings Reports Logout

lyr 2yr All

Paul Simpson
‘Workflow Manager Folder

Search Patient Visit Date
=" Workflow Manager §
. First Last
ampton Radiology
= Doe ID#
Report Type v Note
Billing Code Location | Defaylt ~

& . sohnson

W mak Update Case
h D. McLaughlin

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

@ . mizel |
B e . - CUEE o S g recal
> E_ E_ :

M. Sanders

W crie

& - woodard

Standard

35344679 | Renault, James Pending 02/26/20 17:29

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

35137840 | Arnold, Jimmy General Pool Standard 12/18/19 13:39

Pending

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 wikar displaying fields that can be edited.

' FTG4SNI SRAGAE GKS dzaSNJ KFa (g2 2LIA2ya F2NI | OOSLIIA
demographics within the portal view and the data base, but not update the document itself.
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G LIRFGS /7 I1YaSSy ¢y Ro A5t2(0ddzLIRF S GKS RSY23IANF LIKAO& 6 AGKA

the document itself. Clicking Close will discard the changes and close the Case Info panel.

Fields requiring explanation:

f ¢KS a{SIFENOK tFGASYy(é¢ FAGbsiRibeS yatieots. EdterisglaNOK 2y

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.

f ¢KS aL5¢ FASt R NBLINB aSunhbed) ofihk Satieatwb 6aSRAOIf w

T ¢KS awSLRNI ¢el)S¢ FASER IA@Sa | fArad 2F | ff
Templates) associated with théealthcare Providerauthor.

T ¢KS ab2dS¢ FASEtR Aa + FTNBS (SETeanftds®idR® ¢ KA &
messages regarding the transcription back to the Facility.

® =

GhLISYy ¢ A& -basedfithdtiviiwiiéh eralyles users to open transcriptions using the
Microsoft Word software installed on the local computer. Microsoft Word is accessed by

2S6/ KI Nlia5Qa Spagedfdr forefinfbiddatioriios the DocHandler)t the

DocHandler is not installed (or if the user does not have edit permission), transcriptions will open in
a noneditable PDF format.

Documents can be opened individually or in batches.

Opening a document individuallyfo open a document, highlightrow and either doublelick the
NREgS 2NJ LINS&da GKS ahlLISyé odzidzy Ay GKS (G220 N
Microsoft Edge, Google Chrome and Mozilla Firefox.

Openingmultiple transcriptions simultaneouslyThis feature is avaltée 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 tdiighlight and open nodjacent selected transcriptions (see images below):
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Paul Simpson

Workflow Manager Folder Folders Settings Reports Logout

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

DID Dictator Pool Status TAT Uploaded Report Type Last Modified Date

---'*--—--

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

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

32205824 Standard | 06/13/17 16:48

Sanders, Mar... CT SCAN - 5a.. | Simpson, Paula

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

sEEErsEsEEEn

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

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

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

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

To open multiple specific transcriptions, hold down the Control key and click on selected rows
60St 260 POpekt BOL UBKSAY GKS G220l NI

Paul Simpson

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

DID Dictator Pool Status TAT Uploaded Report Type Last Modified

N I T -

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

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

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

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

sSEEEEsEEREES

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

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

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

@ Move

Send File to ...

Deleted Rejected

Reason

CKS Ga208¢ TFTdzyOiliArzy A& 2yie FOHAfLotS Ay GKS 22N]
Y20S | RAOQGIGAZY 2NJ GNI YAONARLIiA2Y Ayidz2 | RAFFSNBY
are.

f ¢KS a¢NFyaONROGSNE 2 LI A adhg deaSdrouiedit3otieAf S o O
original transcriber.

T ¢KS 458t SGSRé 2LIiA2y NBY2@Sa (KS FTAt{S FTNBY G(GKS
T ¢KS awS2SOiGSRé 2LIiA2y Y2 @S aHedltkKcdre Frdvile® (2 G(KS NB
T ¢KS av! ¢ 2LWA2Yy Y2 @S atheTkasscriptibriTéamii 2 GKS v! F2f RS
T ¢KS aLyo2Eé 2L A 2Healthcar@Bavid@ KISy ofFAE ST Aif2R SiNGS
T ¢KS GCAylf ¢ 2L A Heatheae®@B®ud@i [CS yT Xt F 2 R SINBPS

See pagd4for detailed descriptions of folders.
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@ Export

Paul Simpson

Workflow Manager Folder
=f=] # ¥ & Change Dictator @ CaseInfo [~ Open @iPlay [ &

" Workflow Manager
& Hampton Radiology

= DID

., I Il BX “ I

Dictator Pool

Status

e o 0 ©

TATY

Uploaded

end __|

WebChartMD

PaulSimp | 5.8.340 | report bug
Folders Settings Reports Logout

lyr 2yr All

Last Modified Date Modified Comments

B o !
[end___|

Report Type

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

¢t KS

G 9 ELJ2 NI €

TSI GdzNB A &

I g1 At ot S

2yt e
content of the page into a csv file.

@ Delete

CtKA& TFdzyOQliAz2y |fft26a
feature (see Settings section, pags).

P

G2 RSt S-H8edl

¢
>
O

To delete, select the dictation(s) or transcription(s), and click the Delete button in the toolbar. A popup
menu appears asking the user to confirm their deletion request along with a reason, which serves to
help prevent accidental deletions.
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Confirm Deletion

Delete reason.

Columrs

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

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

2 @l & ¥ & Change Dictator [ Caselnfo [ Open @)(Play [ &Move @ Export Fj Delete ) 1yr 2yr All

_ i wictator Pool Status TATY Uploaded Report Type Last Modified Date Modified Comments
filter...

b LY )
4 ] E I r==
- 1In Il " —— [
& Hampton Radiology

@ . Amnold Total #154 - = = . = |ell=f=]=]=

L
;ﬁl T. Bales = | 35344679 Renault, James Pending | Standard | 02/26/20 17:2 01/15/18 19:28
W ). Blackwell

Here are the column descriptions in details:

Billing CodeThis is a free text field that can be used by the Facility to addia@teg or codes related
to how the transcription will be coded and billed.

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

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

Dictated DateThis is the date and time of dictation. On phone dictations, the date and time is

when theHealthcare Provides authenticated via their user IDnG@he dictations dne using

handheld recorders) KS RAOQGF A2y RIGS YR GAYS Aa 1©F LI dzZNBR
the dateand timeon the recorder is incorrect, thethe dictated date and timewill also be incorrect

in WebChartMDPortal

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

DOV The DOV stands for Date of Visit, the date the patgsited theHealthcare Provider

DOB The DOB stands for Date of Birth, the birth date of the patient thatiisalthcare Provides
dictating on.

Encounter This colummisplaysthe encountertype if it exists within an ADT feed from an EMR
system.

eSignedThis column displays if the transcription has been electronically signed yetiéhcare
Provider

eSigned DateThis column displays the date and time of the electronic signature bieladthcare
Provider

Faxed This column displays therte and date of faxing the transcription.
File Nam¥ ¢ KS GCAf Syl YS¢ O2ftdzvy RAA&ALX F&&a | dzyAljdzS ARS

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

jarnold-12182019-123801.wav
a 2 I NI/ HeéltRcare Provid® dza SNY I Y S
G MH MY i date gfdictation: 18 December 2019
G M H o y time éf dictation in 24hr format: 12:38pm

& ¢ | ¢adio 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 ¢ KAa O2fdzvYy RAALI I @a (GKS LI GASYyGQa FANRG ylFYSo

ID#: ThiscolummR A & LI I @ & { K $nedidhl tedof yiumbeiin theSaBsen2eNof an ID,
WebChartMD assigns a placeholder ID for patient tracking purposes.

JobID For dictations made via the phone system, this column displays the Job IDaythen
Healthcare Provider

Page29of 121 w WebChartMD User ManualFacilityAdministrator Version



WebChartMD

Last Madified This column displays the name of the user who had made the most recent edits to
the document of the transcription.

Last This column displays the lasame of the patient
Location For facilities using mutie locations.

Locked Ths column displays a small lock icon if the documeatreadyopened by another user
See more information on the Lock feature in the Document Management section.

NoteY ¢ KA & O2f dzyYy RAA&LX | &@a dankcBptiomist iviile/iditi@ly b2 G S¢ gNARGGS
transcribing the dictation from the transcription tool.

On Time This column displays if the transcription was delivered toHbalthcare Provid€ Ly 6 2 E
on time or not. This only displays for delivered files, and the filtains blank for dictations or
transcriptions still in the QA folder.
T LT GKS FTAES 61 a yacdE RHEBEHRE My RX&IL0MI1Ze & EG HMyE  €iKBS
T LT GKS FTAES ¢ ZEf REEAEANYRNBRE | Brvasiaie[bfi €S y dzyo SN
Late - 524.94 Days
On Time - O Days Early
Opened This column displays if the transcription has been opened at least once.
Printed This column displays if the transcription has been printed at least once.
Report Details This colummlisplayshe report type but can be editeftom the case info window.
Report TypeThis column displays the name assigned to the template in the Template Mainager.
Transcription team can set these templates up for iHealthcare Provides. Please speak with the

Transcription Team with detaifer the template setup.

Status This column displays the status of the flee pag®&8in the Document Management
sectionfor a full description of all States.

TAT this columndisplayghe turn-around timeassigned to a dictation. See paf&for a full
description of dictation Priority & TAT setup.

Upload Dateand Time this column displays the date and time when dictations upload into the
database.
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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 cohotthdown the left
click button on the mouse while simultaneously dragging the column to its neatidm.

& Change Dictator |} Submit [@ Case Info [ | Open @} Play | @Move @ Export [ Delete €) (5

Facility Dictator Length First Last Status

H B N N N I

#194 = = 3:15:55

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

T e Sanders g, D O el Coone

34504483 | Hampton Rad... | Fairchild, April 0:02:31 Jasan Bell i Open ﬂ Plﬂy ;MOVE |'a-} EKpOI’t ﬁ Delete o [

34504491 Advanced Ort.. | Harris, Monig... | 0:02:31 Simson Doug

34504482 | Hampton Rad... | Jehnson, Jim... 0:02:31 Dennis Banks Ld’tgth Fir. ¢ Last Status
Statw

ASNAATE | Hameton Badl hdall lacon nN7.21 Bath Aedame '. — - E

3:15:55

il 0:00:03 Mikhail Bekarov Pending

&3 Change Dictator [ Submit g Case Info [ | Open @ Play | &Move @ Export ffj Delete @ (5

Dictator Length Status First Last

H B N N N

#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 OFFICE NOTE
= 34504483  Hampton Rad... | Fairchild, April 0:02:31 QA Jason Bell SCH TEST
= 34504491 Advanced Ort.. | Harris, Monig... | 0:02:31 QA Simsan Doug CPERATIVE R
= 34504482  Hampton Rad... | Johnson, lim.. 0:02:31 QA Cennis Banks KRAY

Show/Hide

The Show/Hide menu is accessed via the tHiee menu icon in the togeft 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 colusnime{ow). Click the X when done to

close the Show/Hide menu (4 below).
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n
ger Fold\

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

N

DID Dictator Length Status

=3 ‘

3:15:55

34781531 Reed, Samual 0:00:03 Pending

Maplewood S...

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

arigs Lt GoT | o LB | ax T R
‘M

x DID Fadility Dictator L

34504483 | Hampton Rad... | Fairchild, April

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

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

34504479 | Hampton Rad.. Malk Jason

e )
SN fed, Samual 0:
Ers... | Harding, David | O

ad... | Fairchild, April 0:

r Folder Prt... | Harris, Monig... | 0

» Bt &} Change Dictator | jSubmit [@ Case Info [ | Open @ ad... | lohnson, lim.. | O

X DID Dictator Length Status

. 1N I ]

c15:55 | -

©
a :00:03 Pending = M

pvid | 0:00:04 Pending G

il 0:02:31 QA Jal

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

h 0:02:31 A D!

Quick Search

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

user simply continues to enter more search criteria under other column headers before pressing

enter.
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Step 1: Identify which column will be used for searching. In this example, we will first search the

Hedthcare Providename and then the status of the files.

Paul Simpson
Workflow Manager Folder

S @ ' =1 ? %Change Dictator BCase

DID
filter...
= Workflow Manager

(™) Hampton Radiclogy
& . Amold #159
@ 7 eales = 32126655  Woodard, Ja.. QA
W . Blackwell
h A. Fairchild = 32205824 Sanders, Mar... QA
@ . sohnson = 32205589  Sanders, Mar.. QA
W Malk _ . i
h D. McLaughlin = 34588274 Johnson, Jim... QA
W 1 Mehta = 34588277 Renault, James QA
& . Mizell _ )

= 34877460 | Bales, Traci Cardio Pool Pending
g ). Renault
W@ ™. sanders = 34877448 | Bales, Treci QA
@ crile = 24388250 Amold Jimmy Pending
W . woodard

= 34877482 | Amold, Jlimmy QA for New ... Pending

= 34588268 | Johnson, Jim.. QA for New ... Pending

Standard

Standard

Standard

1hr STAT

1hr STAT

Lhr STAT

1hr STAT

1hr STAT

1hr STAT

1hr STAT

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

Paul Simpson

PaulSimp | 5.8.340 | report bug

Folders Settings Reports Logout

Uploaded

end |

06/02/17 06:09

06/13/17 16:48

06/13/17 16:48

06/21/1913:54

06/21/19 13:54

06/21/19 13:54

06/21/1913:534

06/21/19 13:56

06/21/19 13:56

06/21/19 13:56

yr 2yr All

Report Type Last Modified

XRAY Simpson, Paula 08/20
CTSCAN - Sa.. | Simpson, Paula | 11725

X-RAY Sanders | Connelly, Jor... 06/26

CT SCAN Wallace, Con... 01722
CT SCAN Simpson, Paula | 02/24
ULTRASQUND

MRI Bales, Zoey 09/27,

Workflow Manager Folder

= & l & ¥ & Change Dictator [gCaseInfo [ | Open @i Play [ &Move & Export ffj Delete € (3

Dictator Status
filter...

" Workflow Manager

& Hampton Radiology
@ ). Amold Total  #121
@ 7. Bales = | 34588274  lJohnson, Jimmy QA
& ). Blackwell
h A Fairchild = | 34588259 Amold, Jimmy Pending
& . Johnson = | 34877482 Arnold, Jimmy QA for New ... Pending
& ) malk _ )
h D. MeLaughlin = | 34588268 lJohnson, limmy QA for New ... Pending
h 1 Mehta = | 34588261 Amold, Jimmy QA for New ... Pending
@& o Mizell _ )
= 24877480 Arnold, limmy QA for New ... Pending
& - Renault
h M. Sanders = | 34085120 Arnold, Jimmy Pending
@ crie = | 34588250  Amold, Jimmy VIP Pool Pending
& ) woodard
= 34588255  Arnold, Jlimmy General Pool Pending
= 34588243 Amold, Jlimmy Production Te... Pending
= 34588247 Arnold, limmy VIP Pool Pending
= 34588241 Arnald Jimmy VIP Paal Pending

TAT

1hr STAT

1hr STAT

lhr STAT

1hr STAT

lhr STAT

lhr STAT

1hr STAT

lhr STAT

1hr STAT

1hr STAT

lhr STAT

1hr STAT

Folders Settings Repol

Uploaded

end |

06/21/19 13:54
06/21/19 13:56
06/21/19 13:56
06/21/19 13:56
06/21/19 13:56
08/21/19 1356
06/21/19 13:56
06/21/19 13:57
06/21/19 13:57
06/21/19 13:59
06/21/19 13:59

06/21/19 13:59

Report Type Last Modified Dat

CTSCAN Wallace, Con... 01/}

MRI
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Results: In this example (above) typing the fivetd (Jimmy of theHealthcare Provid€? a

WebChartMD

yIYS

filters all dictations and &nscriptions down to those matchirtdealthcare Providemames matching

that search criteriaJohnson and Arno)d

Step 3: A further level of search refinement is to filter only on dictations that ar®QiAsdatus. This

is accomplished by adding allloit NIi 2 F Q#K SA yB 20NKRS &{ G | G dza

Paul Simpson

Workflow Manager Folder
g & & ¥ & Change Dictator [g CaseInfo [ Open @i Play [ &Move &>

Exoa s
=gy

Status

‘ Dictator Pool AT Uploaded Report Type

B CEE A ¢ 0N DA
e

filter...

“"  workflow Manager
[ Hampton Radiclogy
@ . Amold
@ T Bales

@& . Blackwell
@ A Fairchild
& . Johnson
@ . malk

@ D. McLaughlin

@ 1Mehta

34588274 | Johnson, Jimmy lhr STAT | 06/21/1913:54 | CT SCAN

QA
QA

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

Last Modified
I .
end

Wallace, Con...

Arnold, Jimmy

02t dzvy @

PaulSimp | 5.8.340 | report bug
Folders Settings Reports Logout

Iyr 2yr All

01/22

11711

Results: This further eliminates all transcriptions from QA folder and only displays dictations in the

Pending folder foHealthcare ProviderHarris and Harding.

Step 4: The user further wants to look for dictations which would be ifyh&lder & for
Healthcare Providér O 2 y GJiming A X ¥
CtKA& A& | O02YLX AaKSR o8

displays information that match all three requirements.

Paul Simpson

Workflow Manager Folder
- & BEeY &) Change Dictator g Case Info [ | Open | Play | &Move ¢ Export [ Delete @ 5/

TAT

Dictator Status

 HN =N I " M o

Uploaded
v

Pool Report Type

filter...

Workflow Manager
Hampton Radiclogy
J. Arnold

T. Bales

J. Blackwell

A. Fairchild

1. Johnson
J. Malk

General Pool QA 2hr STAT | 11/11/191548 | ICMC XRAY

EEEEEETE

Last Modified

Arnold, limmy

@ KSA NJ shouvyST AT pdoritkdssBed.l  H
0 & LIAngsTmultipie SearshyCiitetia anK S

¢!

PaulSimp | 5.8.340 | report bug
Folders Settings Reports Logout

1yr 2yr All

Results: This further sorts and displays only two files that beloitg&ithcare Providdrarding and

Harris that are in the Pending folder and havelao2r STA priority on them.
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~ z

b20SY ¢KS G9yiSNE 1Sé& Aa 2yté ySSRSR (U2 0S5 LINBaas

Status other than Pending and QA.

Sorting

Another feature that is available under Columns is the ability to sort the displayed informatia

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 hame
and sorts the column. The direction ofetlarrow further indicates if the information is sorted in

ascending or descending order.

The unsortedrATcolumn header:

Paul Simpson PaulSimp | 5.8.340 | report bug

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

DID Dictator Pool Status TAT Uploaded Report Type Last Modified

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

Paul Simpson
Workflow Manager Folder

d & Bl & ¥ & Change Dictator [gCaseInfo [ | Open @ Play | &Move ¢ Export

filter... ‘

“"  Workflow Manager
[™] Hampton Radiclogy
W& .. Amold
W& T Bales

& . elackwell
W A Fairchild
& - Johnson
& - Malk

@ . McLaughlin
@ L mehta

& D Mmizell
& . Renault

h M. Sanders

W cille

& - woodard

Total

#159

24877460

34588274

34588277

24ETTA4R

34588261

24085120

34588263

34588259

24877482

345TT4ED

Bales, Traci

Johnson, Jim...
Renault, James
Bales, Traci

Arnold, Jimmy
Arnold, limmy
Renault, James
Arnold, Jimmy
Arnold, limmy

Arnold, Jimmy

Cardio Pool

QA for New ...

QA for New ...

QA for New ...

The TAT column header in descending sort:

Paul Simpson

Workflow Manager Folder

filter... ‘

“"  Workflow Manager
[™] Hampton Radiology
& . Amold
h T. Bales

& . Blackwell
& A rairchild
& . Johnson
&G - malk

@& D. McLaughlin
@ 1 Menta

@ D Mizell
& . Renault

& M. sanders

W& cile

& . woodard

Total

DID

#159

35344679

35344678

35137841

35137840

35137832

35137831

35068797

35068796

35068795

35068794

Dictator

Renault, James
Renault, James
Arnald, Jimmy
Arnald, Jimmy
Arnald, Jimmy
Arnald, Jimmy
Arnald, Jimmy
Arnald, Jimmy
Arnald, Jimmy

Arnald, Jimmy

Pool

General Pool

General Pool

General Pool

General Pool

General Pool

General Pool

General Pool

General Pool

St s

Pending
QA
QA
QA
Pending
Pending
Pending
Pending
Pending

Pending

Statr s

Pending

Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending

Pending

TAT &

lhr STAT

1hr STAT

Lhr STAT

Thr STAT

1hr STAT

Lhr STAT

1hr STAT

Lhr STAT

lhr STAT

1hr STAT

Standard

Standard

Standard

Standard

Standard

Standard

Standard

Standard

Standard

Standard

Folders

- |ﬁﬁa 7 ,1

 \ploaded

gore___|
[end___|

06/21/19 13:54
06/21/1913:54
06/21/19 13:34
06/21/19 13:54
06/21/19 13:56
06/21/19 13:56
06/21/19 13:56
06/21/19 13:36
06/21/19 13:36

06/21/19 13:56

Folders

Uploaded

B T
2

02/26/20 17:29

02/26/20 17:29

12/18/19 13:39
12/18/18 13:39
12/18/19 13:38
12/18/18 13:38
11/26/18 12:42
11/26/18 12:42
11/26/18 12:42

11/26/18 12:42

I e =
end

WebChartMD

PaulSimp | 5.8.340 |
Settings Reports

1yr 2yr All

Last Modified

ort bug
Logout

Report Type Date

ULTRASOUND

CT SCAN Wallace, Con... 0172
CT SCAN Simpson, Paula | 02/2
MRI Bales, Zoey 09/2
MRI

PaulSimp | 5.8.340 | report bug
Settings Reports Logout

Lyr 2yr All

Last Modified Date

Report Type
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File Display

WebChartMD

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

File Adbn 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 midte rows are selected, intentionally or by mistake, the
action will apply to all selected rows, even if the menu is opened on any one of the rows.

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

filter...
= 34877483 Arnaold, Jimmy 06/21/19 13:52
ow Manager — - .
. 9 = 34588085 Arnold, Jimmy 06/21/19 13:30
on Radiology
ig 1 Flags ‘ny | 06/21/19 13:52 |
Mone Red Blue Green Yellow | jmy 06,/21/19 13:55
2d = 6/21/19 14:05
Copy DIDs to Clipboard i
i 05/23/19 15:30
d 3 Preview o )
= 2/25/19 10:11
Download P@ i
well N~—05/13/17 16:45
hild 5 Mark as Printed F" o= -
son - Interface Re-Export E@C!j"l: -4
= 737505850 @ Sanders, Mar.™~"06/13/17 16:45
aughlin
- = 32205823 . Sanders, Mar... | 06/13/17 16:45
3
I = | 32205827 . Sanders, Mar... 06/13/17 16:45
it = 220825 @ Sanders, Mar... | 06/13/17 16:45
ders
<:>ctr3év wega Ay GKS GCATS BAALX I8¢

dza SNR (2

KAIKEAIKG

NEB o

a

RAALIX I &

change the files from one color to another, select the dictation (or ipleldictations, 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 [E

Last Modified Routed To

Report Type

Comments

WebChartMD

File Name

#198 = 31751 | -
34761531 | Reed, Samual 0:00:03 Pending
33737753 | Harding, David | 0:00:04 Pending

Mikhail Bekarov

Gerald Cooper

Pool

OFFICE NOTE Simpson, Paula | Routing Error

Here's a com...

sreed-030120...

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 copyste to another application, such as

b20SLI RP ¢2
/| tALIB2 NRE O

dza §

G§KS TSI (GddaNBZ

asSoba |

¢CNF YyATSNI O2LLBW.SR 5L5

DID

= | 33737793

= 34504479

34504629

345124978

Dictator

Malk, Jason

34504604 Barris, Monig...

Bales, Lowen

Harding, David | 0

Harris, Monig...

Length Status First

[ & ntitied - Notepad
File Edit Format View Help

34761531
34504482
345044832
I 34504491
34504524

a
y dzY 6 S NA

Preview: This feature allows the user to do a quick preview of the document without
opening it. Documents are previewed in a PDF format. pféxdew pane is closed by

LINS&daAy3

iKS

al t

248¢ odziizy AY

iKS

oGhG2Y
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ADVANCED ORTHOPAEDIC & SPINE - 2020 COMPTON PLACE - WEST MEMPHIS TN 38812 - (380) 747-1980

OPERATIVE REPORT
Simson Delaney 1203336 02/14/1980

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

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

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

POSTOPERATIVE DIAGNOSES:

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

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

ESTIMATED BLOOD LOSS:

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

Close

Download: This feature allows the user to download the transcribed document(s) to their
O2YLJzi SN a I ®R20 FA{Sd ¢2 R2¢yf2FIRE GKS dza SN
Action Menu.

Setup:
The downloading process can be setup with these eagpsst

Step 1 Select files(s) to download
¢KS dzaSNJ aStSoda |
aSydz o ¢KA&A AYAGAL G

U ¢
Qx>+

<
W
X ~
Uy
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Paul Simpson
Inbox Folder

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

filter...

‘ i o~ = Dictator Dictated Uploaded

34877483 Arnald, limmy 06/21/1913:52 | 06/21/1913:56

B workflow Manager
=

BT

SR Capy DIDs ta Clipboard

Rejected = — 06/21/19 1405 | 06/21/19 14:09

Final = pril | 05/23/1015:30 | 05/23/19 1535
“ J. Arnold Download
W T Bales = ws W pril | 02/25/1910:11 | 02/25/19 10:15
& ) Blackwell = ar.. | 06/13/17 1645  06/13/17 16:48
h A, Fairchild _ Interface Re-Export
1§ . Johnson = 37205830 @ Sanders, Mar.. | 06/13/17 1645 = 06/13/17 1648
G . Malk = 320829 @ Sanders, Mar... | 06/13/17 1645 | 06/13/17 16:48
@ D Mclaughlin _

= 2205828 @ Sanders, Mar.. | 06/13/17 1645 = 06/13/17 16148

@ 1 Mehta
& D Mizell = | 32205827 @ Sanders, Mar... | 06/13/17 1645 | 06/13/17 16:48

Folders

Finished ¥

04/28/2011:57

12/06/19 10:36
05/23/1917:10
03/13/19 14:44
06/26/17 17:13
06/26/17 17:02
06/26/17 17:01
06/26/17 17:00

06/26/17 17:00

V.

\

WebChartMD

PaulSimp | 5.8.340 |

Settings Reports

Logout

yr 2yr All

Dennis Aramonte

Alice Smith
Jason Bell
Marcia Johnscn
Greg Halvorson
Dennis Banks
Mahesh Babu
James Haverty
il Mercy

r Folders

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

= DID Dictator Length Status

- - delivered

* Set Separator

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

—> Percent ("%")
122028

125128 Woodard, Ja... 0:00:04 In Final SERENA
126537 Renault, James | 0:00:02 In Final Sierra
202126 Woodard, Ja... 00:00:00 In Final JOHN

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

psimpson | 5.8.326 | rg
Settings Reports

Smith Standard

Mcleod Standard

Connors Standard

DOE Standard

Keilor Standard

Step 2 Create the desireflename format
' FTOSNI LINBaaAy3d a52gyf2FReé AY
separator to be used in the filename. Four options are available:

T 5Fa&Koda This creates the file name using the dash between words.

0dKS

Exanple: AndrewSmith-Jessicalohnson.doc

CAf S

f ! Yy RSNE&E O2 NBThis crefatesithe file name using the underscore between words.
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Example: Andrew_Smith_Jessica_Johnson.doc

T { LI OS o6a This dfeates the file name using the underscore between words.
Example: Andrewsmith Jessica Johnson.doc

T t SNOSy(d 06 &This oréates the file name using the underscore between words.
Example: Andrew%Smith%Jessica%Johnson.doc

Step 3 Select the desired file name components.

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

DID Inserts the DID number.

Practice: Inserts the Facility name

DOV (MMDDYYYY): Inserts the date of visit for the dictation without using separators.

DOV (MMDDYYYY): Inserts the date of visit for the dictation with separators.

Provider ID: Inserts theleathcare ProvideR dza SNJ L 5 @

Provider First: Inserts theealthcare Provid€ FANR G Yy I YS®

Provider Last: Inserts thdealthcare Provid& f I ad y I YS®

tF ASyd CANBROY LyaSNIla GKS LI GASYGQ FANRIDG

DOB (MMDDYYYY): Inserts the date of birth for the dictation without using separators.
DOB (MMDD-YYY YInserts the date of birth for the dictation with separators.
Done

=4 =4 =8 =8 - -8 -8 -8 -8 -8 a8 g

Examples of typical filenames are:

DIDPracticeMRNProvider_Last, which would populate with data as:

32101595Allentown Chiropracticdohnson

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

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

the filename. Once a data element is selected, it is not possible to unselect or remove it until the
downloading options are reset (see further below).
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submit [ @) Case Info [ Open i@(Play [ @ Move @ Export fj Delete @ (3

Folders

psimpson | 5.8.326 | report bug |
Settings Reports Logout |

Tyr 2yr AII

Select Fields

+ . Select filename components from list

Filename:

patient_last patient_first practitioner_last

dov dictationid

— DID

Practice
dard, Ja... 0:00:06 -
dard, Ja... 0:00:04 — DOV (MMDDYYYY)
ult, James 0:00:02
— DOV (MM-DD-YYYY)

dard, Ja... 00:00:0
Yard, Ja.. | 0:0004 —> Provider ID
dard, Ja... [J:DO:O?_ - Provider First
I, David (0:00:06
dard, Ja... 0:00:06 —> Provider Last
dard, Ja... 0:00:08 —> Patient First
I, David 0:00:00 i

1 —>» Patient Last
dard, Ja... 0:00:09
dard, Ja.. | 0:00:04 — MRN
dard, Ja... 0:00:02
e — DOB (MMDDYYYY)
dard, Ja... 0:00:04
dard, Ja.. | 0:00:03 —> DOB (MM-DD-YYYY)
nild, April 0:00:04 — Done
dard, Ja... 0:00:01 | . |
dard, Ja... 0:00:01 In Final Kirsten

Step 4: Completing the filename

hyOS

iKS NBIldANBR FA{SYFYS KI &

patient_last patient_first practitioner_last dov dictationid

NOTE

NOTE

tandar

0SSy

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

WebChartMD

A % /4 A x

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

Step5: Choose download location
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Once the filename has been established, thewgetool displays a folder selection window. Browse
to the folder or locatiorRSa A NSR T2 NJ R20dzySyida (2 R2gyf2FIR I yR LJ

psimpson | 5.8.326 | report bug
older Folders Settings Reports Logout

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

Dictator Length Status Report Type Last Ma

Select Folder
Total | € < 4 Bl > ThisPC » Desktop v D Search Desktop yel
= Organize « Mew folder SEE 4 o ‘Woodarg
= b~ Mame Date r * Arncld, J
-i u finished emails 12 Woodar
= c:; Dre finished emails 12022019 1 Tille, Chi
= Master Manual Project 1
= @ad Evans, Ja
other 1
at ]
= Production Audio files -- NOT TEST 171042 Woodare
= ar Resource Link project 1
=] i Evans, Ja
LIRL Returned Faxes 1
= . screenshots 1 Arnald, ]
= @n september 2019 1 Evans, Ja
c Transcriptions 110/
= @
= v < > ‘Woodarg
= Folder: | Transcriptions Fairchild }
= Select Folder Cancel Evans, Ja
=] Evans, Ja
= | 181740 Woodard, Ja... 0:00:06 InFinal | John Smith Thr STAT Arnald, J
=] 181742 Woodard, Ja... 0:00:08 In Final Louis Freeman Standard Woadarg

Step6: Download completion

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

Download confirmation popumessage
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N | Transcriptions

Home Share View e

+ » Transcriptions v & Search Tran... ©
~ Mame - Date modified Type Size
7 Quick
= | Adams-Beth-Malk-05192019-34504479.doc  1/10/20 5 AM Micros 13 KB
| Adams-John-Arnold-06212019-34388258....  1/10/ M Micros 14 KB
‘ t W) Apollos-Zebe-Arnold-06212019-3458810...  1/10/ Micros 21KB
= iz Aramente-Dennis-Arnold-06212019-3438...  1/10/ Micros 14 KB
=] F @z --Amold-11082019-35011016.doc 1 Micros 14 KB
AlP W= Arrowood-Jimmy-Weodard--113445.dac 1 Micros 24 KB
.. | Dict W5 Bales-Johnny-Arnold-05232019-34504518... 1 Micros 21KB
- MLP W5 BLANK-SYSTEM-Arnold-09272019-34588.. 1 Micros 2TKB
| Calkre-Lisa-Woodard-03092007-42448.doc 1 Micros 23KB
HeE | Calkre-Lisa-Woodard-03092007-42450.doc 1 Micros 23 KB
22 Dropt W= Chresten-Martin-Arnold-06212019-34588... 1 Micros JTKB
o dict W5 Freeman-Louis-Woodard-06132007-1199... 1 Micros 26 KB
, Enri | Kline-Mercy-Amnold-06212019-34877487.... 1 Micros 33KB
& File iz| McCord-James-Arnold-11202019-343880... 1 Micros 33KB
. . | Scott-Lewis-Tille-03142007-47308.doc 1 Micros 22 KB
finis B Smith-Alice-Amold-06212019-34588257.... 1 Micros 14 KB
o8 HIR | smith-susie-Woodard-03092007-42449.doc 1 Micros 23 KB
o1 mec
& OnE
% Pho ¥

17 items =
The transcribed documents downloaded to the selected location.
Notes:

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

2. ¢KS awSaSi R2gyf2FR 2LiA2yaé Ay GKS 520
settings to create new download settings.

Reset download options

Use legacy opening
Save every change separately

Enakle debug legging

Ewit

Customize...

12:16 PM
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@ Mark as Printed This marks the transcription as having been printed.

@ Interface ReExport 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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Facility Name

Thefolder is named with the Facility Nanf@r the facility user logged into the Portdk also serves
as a secondary view into the workflow for many of the same functions performed within the
Workflow Manager. There afeve foldersunder thisview:

Paul Simpson PaulSimp | 5.8.340 | report bug
Inbox Folder Folders Settings Reports Logout
g 53 = ? Q Search [ Open =,Print | Finalize GReject %Change Dictator.E_ Fax BCase Info fiDeIEte o o lyr 2yr All
= T2 a2 " E Dictator Dictated Uploaded
filter...
= 34877483 Arnold Jimmy | 06/21/1913:52  06/21/1913:56  04/28/20 11:57  Dennis Aramonte 24
Workflow M _ ) -
Skt anager = 34588085 Amold, Jimmy | 06/21/1913:50 | 06/21/19 13:54 | 04/28/20 1157 | Simi Abraham B
'E‘ Hampton Radiology
Notes = 34877479 Arnold, Jimmy | 06/21/1913:52  06/21/1213:56  04/28/20 1156  Betty Smith 01
Pending = 34588116 @ Arnold, Jimmy | 06/21/1913:55 | 06/21/1913:50  04/06/20 10:53  Zebe Apallos 1]
m = 34588179 Bales, Traci 06/21/19 14:05 | 06/21/19 14:09 | 12/06/1910:36  Alice Smith 10
FEEaE = 3s504483 @ Fairchild, April | 05/23/1915:30 | 05/23/1915:35 | 05/23/1917:10 | Jason Bell 35
Final
8 . Amold = 512 @ Fairchild, April | 02/25/1910:11  02/25/1910:15 | 03/13/1914:44  Marcia Johnson 10
« Arnol
W@ T Bales = 32205003 @ Sanders, Mar.. | 06/13/1716:45 | 06/13/1716:48  06/26/1717:13 | Greg Halvorsan 2q
@ . elackvel = 220580 @ Sanders, Mar.. | 06/13/17 1645  08/13/17 1648 06/26/17 1702  Dennis Banks 02
@ A Fairchild —

Notes This displays the Notes created by thealthcare Provider
Pending This displays the dictations that are yet to be transcribed.
Inbox This displays the dictations that need to be transcribed.

Rejected This displays transcriptions that have been moved to a Rejected status, either by the
Healthcare Provideror by aTranscription Team member.

Final This displays the dictations that have been finalized.
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The Notes folder allowSsacilities 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 inchidemiational

documents patient listgschedules,and rand-written notes that are outside theaormal

dictation/transcription workflow.

Adding Documents to Notes Folder

CrOAftAGE dzaSNAR OlFy dzZLJ 2R I y24S
computer and onto the the file onto the File Display area in the Notes view.

Pa iimpson
No ‘older

w

0e

RNI 33Ay3

PaulSimp | 5.8.340 | report bug
Folders Settings Reports Logout

L& ¥ O Search @ CaseInfo [ Open [ Delete @ (5 lyr 2yr All
Dictator Effective Date
Arnald, Jimmy Hand-written Notes 02/03/20 pls add these comments 02/03/20 12:11
. orkflow Managey Arnold, Jimmy Patient List 01/22/20 AM patients Dr. Smith 01/22/20 14:46
= Hamptommagiclogy
Notes Arnold, Jimmy Info Document 12/30/19 Uploaded Note 12/30/2... 12/30/1912:15
ol Bales, Traci Info Document 12/13/19 Test Document 12/13/19 15:06
Inbox Arnald, Jimmy Patient List 10/24/18 AM patients 10/24/12 1431
Rejected Arnold, Jimmy draft 09/05/}2 I\ See notes on draft 09/05/19 15:38
GiiE Arnold, Jimmy Patient List 09/0 09/05/19 15:37
h‘ J. Arnold —
@ 7 Bales Arnold, limmy am patients 07/1 — 07/10/19 15:36
k
" rnold, Jimm; ‘atient List atients 8
& ). Blackwell Armald, Jimmy Patient Li sty P 05/28/19 18:04
@ A Fairchild " — \\ "
h‘ J. Johnson Arnold, Jimmy Par
rﬂl J. Malk Fairchild, April Ney
& D. McLaughlin 1 @ -
f | =| 1 » Newfolder
@ Lmehta Bales, Traci Pati = | )
L . . |
D. Mizell limmy
‘F‘ Amald, fimmy Patﬂ Organize = Include in library + Share fith = Play all Mew folder
Wkd ). Renault " |
7
i Favorites Name - Title
Bl Desktop |E@ Mew Doc.doc
4 Downloads
1| Recent Places
. e e A A ~ w A
Once the documentisdroppedy 02 UKS CAf S 5AaLIdl e | NBIFZ

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.

Dictaor: Once the Facility name has been selected in the above dropdown, this Dictator dropdown

displays a list dflealthcare Providarat the Facility, allowing the user to seledd@althcare

Providerfor this note.

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

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

Effective DateThe time and date of uploading the Note.
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Case Info for New Doc.doc

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

Upload Cancel

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

psimpson | 5.8.326 | report bug
Folders Settings Reports Logout

T B ] w ) % Dale ] ur T
W @ Search [ Case Info || Open [ Delete € | Tyr 2yr Al
ities
hpiarnpton Fadiol.. | Amald, Jimemy Infio Document 123019 Uplcaded Note ... | 1230/18 1215
Fidelity Insurance | Bales, Lowe =g ey TTUEES oie | 12727719 13:43
anager Hampton Radio EBalas, Trac nfo Document 121319 Test Dacument 12713719 1506
s o a3 NG AR
Fidelity Insurance Eales, Lowen Patient List 32619 0¢31/19 0&8:30
L]
- Hampton Radio Amald, Jimmy Patient List 102419 AM patients 10724519 14:31
Harnpton Radio Amald, Jimey Patient List 0%/0519 0940519 15:38
Hampton Radm Amald, Jimmy Patient List 0059 0905719 15:37
Hamnénn Eadin Amald limmey A nafisntc 071019 077100189 15:36

Folder Management Functions

All available Folder Management Functions viel@ab theNotesfolder and their descriptions can
be found starting opage 14

Columrs

The column display within the Notes folder is intentionally different than other folders. This is because
columns in the Notes folder display the data enteredthimCase Info box at the time the document was
added into the workflow. A full description of each data fields visible in the Notes folder are described
on the previous page.
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Column Management

Unlike other Folders, column management features are limited to column arranging, and column
ascending/descending capabilities. See pah#eor a full description of column management
features.

File Display

The filesdisplayed in this section are natictationfiles. All visibldilesin this folder arenote
documents For a detailed description of available file statuses and their meaning, se@®age

File Action Menu

PEt FT@LATFOoES aCAtS ! OGA2Yy aSy dz ndzheilidaserigtiéans DA Sgl 6t S
can be found starting on padg?.
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Pending

ThePending folder gives thasera view ofall files that have not yet been delivered. In other words,
it contains dictations waiting to beeanscribed and transcriptions in the QA workflofthe
Transcription Companyut no onscreen indication is given if a file is in a Pending status or a QA
status.

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

§ & T O Search &) Change TAT &g Change Dictator [ CaseInfo [ Delete @ (57 1yr 2yr All

= DID Dicte Uploaded ¥ D N File Name TAT Report Type
= 35362501 Arnold_. 03/03/2015:34 03/ 4 jarnold-03032..  2hr STAT

= | 35362492 | Amold, Jimmy 03/03/2015:34 | 03/03/2015:34 | jarnold-03032.. = Zhr STAT {

= 35362377 | Amold, limmy 03/03/2015:09 = 03/03/2015:09 | jarnold-03032.. 2hr STAT | ICMC XRAY

= | 35362356 | Amold, Jimmy 03/03/2015:07 | 03/03/2015:07 | jarnold-03032.. = Zhr STAT

= 35362179 | Amold, limmy 03/02/20 14:40  03/02/20 1440  jarnold-03032..  Zhr STAT 4
= | 35362130 | Armold, Jimmy 03/03/20 14:29 | 03/03/20 14:29 | jarnold-03032.. = Zhr STAT

Final
= 35344679 | Renault, James | 02/26/2017:29 | 01/15/1819:38 | jrenault-0115.. | Standard

& . Amold
m T. Bales = | 35344678 | Renault, James 02/26/2017:29 | 10/08/19 10:07 | jrenault-1008... Standard
&G ). Blackwell — . ) . , e | en
= 35343501 | Arnold, Jimmy 02/26/20 14:04 | 02/26/20 14:01 | jarnold-02262.. @ 2hr STAT = LETTER
@ A Fairchild
m J. Johnson = 35343500 | Arnold, limmy 02/26/20 14:04 | 02/26/20 14:00 | jarnold-02262.. = 2hr STAT
ihi J. Malk = 35343495 Arnold, Jimmy 02/26/20 14:03  02/26/20 14:00 = jarnold-02262.. = Zhr STAT

Folder Management Functions
The first six functions from the left are consistentaihfolders and more information on them can
be found onpage 14 The next four functions are explained in detail page68.

Columns

All available columns viewable in the Pending and their descriptions can be found starting on page
3L

Column Management
File Display

This section displays the dictations. All visible dictations in this folder are of the Pending status. For
a detailed description of available file statuses and their meaning, see3sage
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File Action Menu

LEf F@FAElo0tS aCAf SblelinGné AlPDgcuraefity Rddingdnilithe? y & DA S o |
descriptions can be found starting on pa@je
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Inbox

The Inbox contains all dictations from ldialthcare Providarthathavebeentranscribed by the
Transcription Team.

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

G W8 Y Qs

Jploaded Finished ¥ First La

| Open S Print [ Finalize ( Reject & Change Dictator & 1yr 2yr All

filter... ‘

= 34877483 Amold, Jimmy 06/21/1913:52  06/21/1913:56 = 04/28/20 11:57

B Workflow Manager
.. Hampton Radiology
Notes

Pending

34588085

Arnold, Jimmy | 06/21/1913:50 06/21/1913:54 04/28/20 11:57  Simi

34877479 Arnold, Jimmy 06/21/1913:52 | 06/21/1913:56 = 04/28/20 11:56  Betty Smith

34588116 Amold, Jimmy 6 :55 | 06/21/1913:59 | 04/06/2010:53 = Zebe Apollo
34588179 Bales, Traci 0 05  06/21/1914:09 12/06/1910:36 Alice Smith

Rejected = 3504483 @ Fairchild, April | 05/23/1915:30 = 05/23/19 1535 Jason Bell
Final =
= 34215312 . Fairchild, April 02/25/1910:11 | 02/25/19 10:1 Marcia Johnsg

@ ). Amold
h T. Bales = 32205993 . Sanders, Mar... | 06/13/1716:45 = 06/13/17 16:48 Greg Halvory
G ). Blackwell = 32205830 @ Sanders, Mar... | 06/13/17 1645 = 06/13/17 16:48 Dennis Banks
@ A rairchild
i@ . Johnson = 3205829 @ Sanders, Mar... | 06/13/1716:45  06/13/17 1648 Mahesh Babu

The Inbox folder 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 Inbox folder.

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

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

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

JI 8 ¥ Qsearch © Case Info [ Delete @ 5 1yr 2yr All

Open = Print [ Finalize  Reject £ Change Dictator &, Fax

filter... ‘

: Workﬂo‘”:;"age' 34588085 Amold, Jimmy Simi
Notes = 34877479 Arnold, Jimmy Betty Smith

Pending 34588116 @ Amold, Jimmy 06/21/1913:59 | 04/06/2010:53  Zebe Apollo

= 34588179 Bales, Traci 06/21/19 14:09  12/06/19 10:36 | Alice Smith
Rejected = 3s504483 @ Fairchild, April 05/23/191535  05/23/1917:10  Jason Bell
Final
= 34215312 Fairchild, April 02/25/19 10:15 Marcia Johnsd
@ ) Amold - ® i
H T. Bales = | 32205993 . Sanders, Mar... 06/13/17 16:48 Greg Halvor
& ). Blackwell = 3205830 @ Sanders, Mar... | 06/13/171645 06/13/17 16:48 Dennis Banks
g A rairchild
@ .. Johnson = 3205320 @ Sanders, Mar... | 06/13/17 1645 06/13/17 16:48 Mahesh Babu

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

@ Open More information on Open can be found on paye

@ Print This allows the user to print transcriptiorfhe transcribed document prints to the
default printer of the computer.

@ Finalize This function finalizes the transcription and moves it to the Final folder. More
information about the finalized status can be found on p&ge

Reject This allows the user to reject dictations in the transcription workflow; to access the
Rejected folder within the Folders view; and to edit anegsabmit documents that have
been rejected and are within the Rejected foldeor more information about rejecting, please see
page60.

@ Change Dictator More information on Change Dictatoan be found on page2.
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@ Fax Transcriptions can be faxed directly from the Portal, via either an automatic setting or
manually. Fomore informationon automatic faxing, please see pa&gfe

To manually fax transcription(s) from the portal:
/| £tA01 GKS aClEé AO2y Ay GKS (G22f6l N G2 2LSYy (GKS
This window is divided into two sections:

- Search for Fax Recipient
- Add New Fax Recipient

Send Fax

Sealch 10 1oCale Tax recipient(s)

@ |nameorfaxnumber | Search

inc uae cover SI eel

e ———————
@ |Name H Fax |

+ Lol L I}

Close

@ Search on Fax Recipient

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

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

Send Fax Send Fax
Search to locate fax recipient(s) [ Search to locate fax recipient(s)
E —

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

Office Name ‘Contact Name Location Fax Office Name

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

include cover sheet include cover sheet

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

Name Fax Add

save to address book

Name H Fax
save to address book

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

Send Fax

Search to locate fax recipient(s)

o [ |

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 inhie 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

T TTwY ’_...\ _'J. T

[ John Kramer || 124-509-9227 |

St aeaatceae e bosl

Close

2./ tA0] GKS &! RRé¢ odzidzy G2 GKS NARIKG 2F GKS ylY
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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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

=

WebChartMD

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

Send Fax

Search to locate fax recipient(s)

o 3

Select fax recipient(s)
Office Name Contact Name Location

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

/| KSO1Ay3 (GKS aal @S Gz |

Book for future use.

/| KSO1Ay3a GKS aAyOf dzRS 02 JSNJ
More information about the cover sheet can be found on p&8ge

¢tKS G/ t2aS¢ odzitzy Of 24

sendsthe fax to the selected recipients.

RRNES &

Sa

x

QX

iKS

Q1

w

Pages6of 121 » WebChartMD User ManualFacilityAdministrator Version

a



WebChartMD

@ Case Info More information on Case Info can be found on page

Delete This allows the user to delete dictations and transcriptions from the workflow. For more
information about deleting, please see pagé
Columrs

All available columns viewable in the Inbox and their descriptions can be found starting oB8age
Columns unique to the Inbox are:

Actions This column contains three icons:

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

9 ij S ? QSearch LJ Open |%,Print LJFinaIize @Reject %Change Dictator ﬂ Fax _BCase Info E'j Delete o f 1}”2}’

‘ filter...

34588166 Miller, Ger2
B workflow Manager
'% Hampton Radiology

Motes

34504489 Arnold

-l @ & 5

Fairchild, April MRI

34393968

Pending 34290097

34215312

33282796

Arnold, limmy ULTRASQUND

PlayAudio/ f AO1AYy3 2y G(GKS atfle ! dRAZ2¢é AO2y R24yt 21
LIt Fea AG (G2 GKS O2YLIzi SND RSTFl dzA G F dzRA2 LIX F &SN

520dzySyid | Aad2NBY /tAO1TAY3a 2y (GKS a520dzySyid 1A
shows all iterations of the trangbed documents for the transcription.

A previous iteration of the document can be opened by double clicking on one of the rows in the
520dzySyd | Aad2NR LRLMzJ ¢KAa |faz2 dzasSa (GKS a520dzy
document into Word.

A previous iteration of the document can be made as the current transcription document by using the
GwSai2NB¢é A02y (2 GKS FIENINRIKG 2F GKS NRoP ¢KAA
come in handy if an edit was made in error was madg aprevious 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 Restore]
Arnold, Jimmy 1238366 Jessica Lewis 12/12/19 14:50 = 76338789
Evans, Janice 1238366 Jessica Lewis 12/06/1915:04 76309146

Simpson, Paula 1238366 Jessica Lewis 11/21/1909:02 76435808

Simpson, Paula 1238366 Jessica Lewis 05/24/1909:58 75340686

of
of
Evans, Janice 1238366 Jessica Lewis 09/05/1915:33 76051103 J?
of
o

Wallace, Connie 1238366 Jessica Lewis 05/23/1917:30 | 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).

Audit Trail for 35137844

Name Date Action
Jimmy Amnold 12/18/1913:39  Upload dictation
Jimmy Armnold 12/18/1913:39 ADD_PHONE_ACCESS
Paula Simpson  01/06/20 14:34  CHAMGE_DICTATION_PROPERTIES
Paula Simpson  01/31/2011:32  Change routing
Zoey Bales 03/17/20 10:30  Edit demographics
System Admin  03/17/20 10:30  Changed patient

Zoey Bales 04/20/20 0%:39  Edit

Close

Column Management

See page@l for a full description of column management features.

File Display
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This section displays the dictations. All visible dictations in this folder are of the Pending status. For
a detailed description of available file statuses and their meaningpage38.

File Action Menu

LEf F@FLAElFIo0fS aCAtES 1 OlGA2y aSydz 2LJiA2ya GASslof S
starting onpage37.
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Rejected

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

Paul Simpson PaulSimp | 5.8.340 | report bug

Rejected Folder Folders Settings Reports Logout
lyr 2yr All

Dictator Dictated Uploaded ¥

filter... ‘
> . 34588264 Amold, Jimmy Lundgrens 100112
B Workflow Manager
. Hampton Radiology

Notes

34588265 = Amold, Jimmy Lundgrens 100112

34588275 Amold, Jimmy Miller 383755

Pending 34504521  Woodard, Ja.. Abernathy, Jr. 000198383

34504482  Johnson, Jim.. Banks 02876667

34290097 Gise BBA-151

Amold, Jimmy

33588796  Fairchild, April 08/07/18 05:33 = 08/07/1805:37 09,

2 Jane Doe ACMFSLDJSA

@ . Amold

W3 T1.Bales

33415907 = Arnold, Jimmy 06/11/18 12:04 = 06/11/18 12:07

The Rejected folder consists of three important areas:

@ Folder Management Functiond his 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.

@ FileDisplay The central section of the Portal displays the rejected transcriptions.

Folder Management Functions

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

Columns

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

Columns uigue to the Rejected are:
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Rejection ReasorThis column displays the information provided by the Dictator while rejecting a
transcription.

Column Management
See page@l 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 biafike statuses and their
meaning, se@age38.

File Action Menu

Pttt FT@LATLF0oES aCAtES ' OGA2Yy aSydz 2LJiA2ya OASglofS
found starting orpage37.
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Final

The Final folder displays transcriptions that hage®y CA Yyl f AT SRZ SAGKSNI 6& dzaAy
function in the Inbox, or by when the transcription gets esigned by the Dictator.

PaulSimp | 5.8.340 | report bug
Folders Settings Reports Logout

Paul Simpson
Final Folder

["Open & Print [ @ Case Infp B Fax [ Delete @ (& 1yr 2yr All
= o0 RFa2wg Dictator Dictated Uploaded Finished ¥  Visit Date DOB Report Type
= | 34588241 2] Amold, Jimmy | 06/21/1913:55 | 06/21/1913:59  05/26/2012:12 | 06/21/19 | 04/04/86 | XRAY
= 34588255 =] Amold, Jimmy | 06/21/1912:53 | 06/21/1913:57 | 05/26/201206  06/21/19 | 08/2L/75 | CTSCAN
= 34877483 3 Amold, Jimmy  06/21/1913:52  06/21/1913:55  04/28/2011:57 = 06/21/19 MRI
= 35137852 8 Armold, limmy | 12/18/1013:38 | 12/18/1013:40 | 04/20/2013:09 | 04/20/20
= 35137844 =) Amold, Jimmy  12/18/1912:36 12 04/20/2009:39 | 04/20/20 | 04/04/86 | template boo..
= 35088759 3 Amold, Jimmy  11/26/191232 | 11/ 04/20/20 09:37 | 04/20/20
- == = 35246373 c] Armold, Jimmy | 01/27/2013:09 | 01/27/2013:11 | 04/20/2008:35 | 04/20/20
& - Blackwell = 35183604 =] Arnold, Jimmy | 01/07/2011:26 | 01/07/2011:28 = 04/20/20 09:35 | 04/20/20
WG A Fairchild _
W . Johnson = 35182603 3 Amold, Jimmy  01/07/2011:26 01/07/2011:28  04/20/2009:34  04/20/20
@ ). malk = 35400600 @ =] Amold, Jimmy | 03/18/2014:16 | 03/18/2014:16  03/18/2014:16 | 03/18/20 | 10/23/56 | CT W CONTR...
= =

TheFinalfolder consists of three important areas:

@ Folder Management Functiond his ribbon holds several function buttons that assist with
file management. Only a specific set of functions are available iRitiafolder.

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

@ FileDisply: The central section of the Portal displays fimalizedtranscriptions.

Folder Management Functions

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

Columns

All available columns viewable in the Final folder and their descriptions can be found starting on
pageZ28.

Columns unique to the Final folder:
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eSigned This column displays if the transcription hagbelectronically signed by the Dictatdihis

is displayed by a golden padlock icon appearing in the column if the document has received the
electronic signature. Hovering the mouse over the padlock for a specific transcription displays the
date and timeof the esigning.

10/08/19

10/18/19

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

06/08/17

06/08/17

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

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

Column Management
See page@l 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 dabieafile statuses and their
meaning, see pagas.

File Action Menu

LfEf I @FLAfEFOfS GaCAETS | OGA2Yy aSydz 2LJiA2ya OASslofS
found starting on pag8y7.
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Paul Simpson

Inbox Folder

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

filter...

Dictator

= | 34877483 Arnold, Jimmy
Workflow M — )
s anager = 34588085 Amold, Jimmy
'E' Hampton Radiology
= 48774 ¥
= | 3458s1 filter... !

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

1. Johnson

Final

345821 8  Workflow Manager

U T Bales
& . Blackwell

WebChartMD

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

paneby thelastnamein alphabetical order.

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

are permissiorbased, but typically includdotes,Pending, Inbox, Rejected and Final.
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Document Management
This section of the manual provides details related to managing transcriptions.

Automatic faxing (autdax)

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

Auto Print

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

Using Dragon with WebChartMD

Dictators can incorporate frorend 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

tfSFAS y2GSY 2 ad/sgeechNicadhifiba woFkRul itilizes software already
AYadrttSR FyYR LIHNDKFASR 2y (GKS 5A00 (2 NRad O2 YLz §
speech recognition software.

Toincorporate front end speech recogiuh into the workflow, the Dictator follows these steps:

1. From the Draft folder, click KS dab S¢ 5 2 OdzYy Skolilér Managéniegty 2y GKS
toolbar.

Lowen Bales lowenbales2 | 5.8.326 | report bug

Draft Folder Folders Settings Reports Logout

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

2./ tA01 GKS a/+asS LyF2¢é gAyR2¢ (G2 SyaGdSNI RSY2IANI L
dictation.
a. Add patient information if desired (not required).
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b. { SI NOK F2NJ 6KS LI GASYy(d dzaAy3a GKS a{SINOK tI
will present in the search box.

c. {StSO00G GUKS awSLR2NI ¢eLlSé o6NBI dzA NB

puls
w»
<

[N
zZ
o
C
c

d { St SO0 GKS a{idlildzaé¢ TFT2N)I GKS TFTAfS oO0NBIdA NBR
document will route to theTranscription Tearfor review andcleandzLJ® LT aLyoz2E
aSt SOUSRéEET GKEIBRAOWYSYYROINRIDSORANBOI €

e. After filling out the information in the fields, clitked h LISY b S¢ 52 OidzySy G é o
the Case Info box (below).

Case Info

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

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

Status|  praft A

‘ Open New Document ) €L

3. The selected template opens, and Case Information populates into the template (below).
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Draft Folder Folders Settings Reports Logout

WebChartMD

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

the front-end speech recognition software instdlon the local computer.

a

Once completedii KS 5AOGF G2NJ LINBaasSa

hyOS al @SR IyR Of 2aSR:Z
dropdown as mentioned in 2.d above.

710-transcription Traci Bales [

& T (4 Search [g Case Info [[| Open [~ New Document [ Delete Tyr 2yr All |
Uploaded Date  Report Type
filter...
doc - Compatibility Mode - Saved Traci Bales (WebChartM|
E My Documents
= 4 File Home Insert Design Layout References Mailings Review View Help £ Tellme
4 ﬁ’z Calibri S AT AT Aas (R |22 2= 2L T asboene asBbeas AaBbC
Review e -
=g P g BIU-®dxxX A £ A =S Aol 7 Normal | T NoSpac.. Heading 1 [=
Pending Tw
= | 3 Clipboard & Font " Paragraph i Styles 7
Inbox _
= 3
Rejected = 4
Final = 4
Wl —
hFlde\ltylnsurance = 1
=
w M. Bales
Patient Name: [Smith, RalpH
X-Ray Number: [57458
DOB: |
| pos: [1/17/2024

at @S

Referring thsi:ian:I

‘Want to save your changes to 35220710-transcription-76695368.doc?

Exam Type: Two views of th

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

Indication: Patient has g L“mmﬁ
on't Save e
Technique: Frontal and o

File Home Insert Design Layout References Mailings Review View Help S Tellme 15 Share I COnggoents
: A LFind ~ M
ﬁ[ Calibri (Body) - |11 -] A" A AsBibceDc| AzBibCeDe AGBDC | | (b o g
c
Paste 2| m - Dictate
- = B I U-~ab x, X | A TNormal | TNoSpac.. Heading1 |+ bSelact- -
Clipboard Font ] Paragraph ] Styles [F] Editing Voice ~
Patient Name: [Smith, Ralph
X-Ray Number: [5745§
pos: |
DOS: |1/17/2021
[ q Microsoft Word X

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.

Frontal and lataral views of the enff tissues nf the neck wera svaluated and reveal there

Findings-
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FileStatus

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

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

Inbox Dictations that have been transcribadd submitted to the dictator.

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

Finalize¢ ¢ KS RAOQGFGA2ya GKIFG KIFI@S 06SSy aSyd G2 (GKS 51
Delivered this status is a combined t@rfor both Inbox and Finalized transcriptions.

Deleted this status means the dictation or transcription has been removed from the workflow and
no longer accessible. Notes 2 OdzYySy Ga OFly 6S GF 1Sy 2dzi 27F
Gaz2@S¢ FSFEGdz2NB Ay (KS Z@rMbre dedils. al y I 3 SN {S
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
R20dzySyid +id GKS alyS dGAaySo | 2o@ys NibrgidionAld&E NI G KS af 2
who is currently accessing the document, and the date/time of the access.

A popup message (below) alerts any users attempting to access that the document is already being
accessed by another user, and that access to a read erdjon is available.

File locked by another user

Another user has this document open.

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

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

Open read-only Cancel
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Edit
Editisapermissied 8 SR FTdzy Ol A2y 6KAOK Syl ofSa dzaSNR (2 SRA
Fdzy OllA2ys GKS SRAG FdzyOluA2y NBldzZANBa GKS Ayadltfl
GNF YAONRLIIA2Y S KAIKEAIKEG GKS GNIFyaONRLIGIAZ2Y | yR Of
transcription will open using the locally installed copy (i.e. the copy installed on the local computer)
of Microsoft Word.
\? C;Sear[h [/ Open l'E,Pnnt LJ?FlnaIlze ®Reject %Change Dictator EFax d Case Info ﬁDe\Ele o -
ities = Dictator Dictated Date
I = | 35109384 Fidelity Insuran... Bales, Lowen 12/10718 12:05 Mike Salyers 123456
i = 34588166 Advanced Orth... Miller, Gerald 06/21/19 14:07 Shari Deming 102938
[ Z)-?J - s 35109384-transcription-76523852.doc - Co.. = - 0O X 2i9:1
m Insert Design Layout References Mailings Review View Help B2 Tellme 1 Share = l:zajffh)(
Calibr U AN Aar A i EE AL T aasboede Asoccde AaBBC | | © BBA-151
BII U-2 x x 2. A Bl===1=- &= TNormal | Tho Spac.. Headingl [5| | Editing 1029288
Clipboard 1 Font [ paragraph [ Styles [ ~ 00258
L 1 X 1 2 3 4 5 & ” 7 N P
After edits are complete, save anlbse the transcription using the normal tools and workflow
F2dzyR gAGKAY aAONRaz2Fd 22NRO® /| tA01AY3 GKS a{l @S¢
copy of the transcription stored on the WebChartMD server and closes the transcription. Clicking
G52y QG { @S¢ SEAGA (GKS GNIYAONRLIGIAZ2Y AGK2dzi al @A

returns the user to the transcription.

S5)

Microsoft Word

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

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

Learn more

Save ] [Dog'tSave] [ Cancel

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

health record systems. For more information on creating custom interfaces, contact WebChartMD
& dzLJLJ2 NI @ C2NJ I RS aESENMRINIESeE GHa@s. (. KS aLYydIdSNFFOS wS
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SettingsView
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SettingsvView Overview

=N O
[Nl

Ay3a i
iAy3a

Uy >

It
a{

Hampton Radiology PaulSimp | . %340 | report bug

Settings Fo' fers Settings Rep rts Logout

% My Settings
ﬁ Account Settings
Users
Associations

Dictators

TheSettings View can be broadly grouped into three visual areas:

Hampt liology PaulSimp | 5.8.340 | report bug
Settings Folders Settings Reports Logout

= @ Export E3 Re-send Invite Email

8 Wy settings

5 ) Tile  First  Middle Credentials
ﬁ Account Settings

[ save J| New J| Delete ]

Bulk Impart
L] P

Jimmy Arnald MD, FACP nathan@webc...

Traci Bales traci@webchar...

Associations Traci Bales MD traci@webchar...
Di Jehn chowell MD traci@webchar... | j
i
John onia mark@webcha... ]

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

P

Suhas Demo Provider traci@webchar...  suhasde|

User Details

Janice Evans mark@webcha... jevans

April Fairchild MWD, FACS afairchild@web...

afairchil@ll £oqi) =

First name *

Gearge Frasier mark@webcha... | gfrasier

Test

HopedaleProvi... traci@webchar... hopedal

Marvis Jenkins mark@webcha.._marvisi(

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

Settings Pane: This section displays different settings grouped into sections and subsections,
providing the user with an ease of making changes.

©

(V)
[antN

©

''aSNJ { SOlA2YY ¢KAa OSYUNIt aSOGAasgrs,ddkh G KS a4
Transcription Team users and Facility users, to select from while editing their individual
settings.
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@ Details Panel: This panel in the right side usually provides the fields and dropdown menus of
the actual settings.

Folder ManagemenFunctions

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

CKS a!ff CFHOAfAGASAE 2LIA2y Ay (GKS RNRLIR2gy TF2dz/yR

workflow-related tools used by the Transcription Team in servicing their Facilities. Also displayed in
the dropdown are each of the respective Facisiteerviced by the Transcription Team. Selecting a
specific Facility changes the view to display workftelated tools specific to the Facility selected.

User Section

The central section of the Settings View area displays users as a selectalilbdistselected, the
individual settings available for that user loads into the Details Panel (explained next) on the right,
allowing the Admin to change those settings. This section is shown in the next few images as examples:

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

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

Details Panel

¢tKS aSOGA2y 2F (GKS a{SGiAy3aa +ASgé¢ (2 GKS NARIKI
for the selected users. This section is not always available in some Settings such as Associations
windows where the central Users sectidisplays two lists of users that need to be associated with

each other and there are no individual settings to be altered for them.
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Settings

<d @ Export 3 Re-send Invite Email

&f My Settings

Users

Associations

Dictators

Dr

Dr.

Title

first or last name

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

Daniel

Amald
Bales
Sales
Blackwell
Coronia

Demo Office St..
Demo Provider
Evans

Fairchild

Frasier
HopedaleProvi..
Jenkins

Johnsan

Malk

McLaughlin

Credentials

MD, FACP

MD
MD

MD, FACS

nathan@webc...

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

daniglmelaugh...

traci@webchar...

PaulSimp | 5.8.340 | report bug

Folders Settings Reports Logout

jarnold

[oove | e Jooc]

Bulk Import
(2] P

[

User Details

Middle
name

Last name *

Details Panel highlighted

WebChartMD
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My Settings

The Settings Menu displays when s SNJ Of AO01a 2y a{SGdAy3aé¢ Ay GKS 0

Change Password used for password updating.
Seing= Fax Loglisplays the log of all autfaxed and manually faxed transcriptions

. for the Facility.

%“ My Settings

AddressBoolRA &L Fea Ay (GKS a!ftt ClFLOAfAGASAE
Fax Log All address books for Facilities are stored within their respective Named
Address Book Facility viewsand discussed in the next section of this manual.

Fax Cover Sheet

& . Fax Cover Sheés used to add and manage a custom cover sheet that can
Account Settings

be included with all ougoing faxes for the Facility.

Change Password

Under My Settings, th€hange Passworfdature enableshe 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 uppecase letter.

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

Change Password

Current Pass...

New Password

Confirm Pass...

Address Book

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

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

Account Settings

Fax Log

M-
w
Q)¢

¢KS aCIFLE [23¢ Aa | tAaGSR 2F &t FlE
number of tools, which are described below.

(NI yAYAGGHS
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Failed Faxes
¢ KS a&acClI At S Rdispldy$hé lstéof ab faxésiwBich failed to transmit.

Resendbelected

Resend Faxes

DID: 35246373

Recipient: AutoFax - Cornerstone Internal
Medicine

| (212) 555-1212

¢tKS awSadSyR { St SOGSR¢ FSIFiGdNB ff2ga (GKS dzaSNJ (2
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 (abovegiEha@nd press the
G{ SYRé¢ odzitGz2y o

Export Failures for Month
This feature is currently disabled.

Fax Log Column Display

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

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

%“ My Settings

Change Password

did, name, or fax numb] Search | Clear

Recipient Number Status Details Patient Dictated Date Queue Date

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

35246373 | AutoFax - Cor... | (212)555-1212 | failure | Calls to 555 n.. | SYSTEM BLA.. | 01/27/2013:11 04/22/2014:49 | 0
Address Book i

35183603 | AutoFax - Cor... | (212)555-1212 | failure | Calls to 555 n.. | SYSTEM BLA.. | 01/07/2011:28  04/22/2014:49 | 0
Fax Cover Sheet 35137844 | AutoFax - Cor... | (212)555-1212 | failure | Calls to 555 n.. | Allison Smith ... | 12/18/1813:39 = 04/22/20 14:38 | 0

ﬁ Account Settings 35183604 | AutoFax - Cor.. | (212) 555-1212 | failure Calls to 555 n... = SYSTEM BLA... 01/07/2011:28  04/22/2014:38 0
35137852 | Autofax - Cor.. | (212) 555-1212 | failure Calls to 555 n... | SYSTEM BLA... 12/18/1913:40 04/22/2014:38 | 0
35137845 | AutoFax - Cor.. | (212) 555-1212 | failure Calls to 555 n... | Hugh Amelds.. | 12/18/1913:39  03/09/20 0945 0
35137843 | AutoFax - Cor.. | (212) 555-1212 | failure Calls to 555 n... | Alice Smithso.. | 12/18/1913:39 03/09/2009:45 | 0
35137845 | AutoFax - Ger.. | (737) 551-2122 | failure Mo carrier det.. | Hugh Amelds.. | 12/18/19 1339 03/08/2009:39 0

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

DID Displays the DID number of the transcription that iaased.
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.

StatuY &G Fl Af dzNBé¢ YSIEya G(KS Tl E Tl jis$&faxitrénsniittéd vy & YA G & c
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 & dat@hen the Dictation was dictated.

Queue Date Displays the time & date when the transcription was triggered for -$axo

Process DateDisplays the time & date when the fax was sent successfully.

Address Book

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

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

Adding an entry
To add a new entry into the address book, follow these steps:
iKS

1. t NB&& odzidiz2zy Ay GKS 580Gl A

Qx
<
(p))
©

—
(&
-
<]
>
O
(@]
—
(V)]
-+
>
(s}
—
X«
Qx

2. CAtt Ay GKS |

>
<
[N
A
(V)]
Q
puf
X«
Z
&
QX
QX

Hampton Radiology

psimpson | 5.8.326 | report bug

Settings Folders Settings Reports Logout
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= @ Export Address Book
&( My Settings name or number
Practice Name Location Fax Phone City State  Auto|
Change Password Save m
- ABADEER, PETE.. Medical Hills In... (309) 661-3394 (309) 663-8311... Bloomington L
ax Log
ABDEL-MEGLI.. 8150379310 | 8158379300 Kankakee L Address Book Details
Alice Smith Kingsport, TN (553) 555-3555 X | I
Practice Name
Fax Cover Sheet Bob Jones
. [ New | _ toastion | |
n Account Settings | Bush Family Pry Bristol ™ . | |
ax
Cardiclogy As;] Address Book Details Morrison ™ o | l
= = one
Corneliuv Antond Fairbanks AK
P Practice N i i
R tfe ame | Cardiology Associates oo Address1 | I
 Location [ Westminster Commons
Cornerstone na [ Address 2 | |
Jrx 512) 991-2284 b
Deer Valley Fa.4 ”(»T;*-)T' — :ﬁ& Address 3 [ ]
Aohone [ 0 | I
Dept of Surge — Address 4
_ JAddress 1 [ 45 Elm Avenue i
Doen Pediatrict e | City | |
) Address 2 [ -
dr jones 1 State | |
= Address 3 |
r, Linda Finch| -
Address 4 l I 0. | |
Dr. Alan Stone 1
% 5 i Auto Fax
C Morrison
Dr. Alan Wilso A { = | Kingsport TN .
State N I Autofax Trigger | [None Selected) v |
Dr. Albert Jor
Zi .
Dr. Alice Keen I | 37654 5 ohnsonCity TN
Auto Fax |
—
Autofax Trigger »ne Selected) Y —
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Once the address book entry has been added it will appear in the main address book window:

Hampton Radiology psimpson | 5.8.326 | report bug

Settings Folders Settings Reports Logout

@ Export Address Book

%? My Settings

name or number Search | Clear

State Auto |

Gty

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

Change Password

[_save J|New J| Delete |

Fax Log

ABDEL-MEGUL... 8159379310 8159379300 Kankakee L Address Book Details
Address Book Alice Smith Kingsport, TN (555) 555-5555 , [ 1
Practice Name |
Fax Cover Sheet Bob Jones ABC Street (777) 777-3687 () - ) e
Location | |
i b D (42305956252 _422.079.6323 Bzl N L =
ﬁ Account Settings Fax ‘ |
Cardiology Ass... Westminster C... | (512) 991-2284 Morrison ™
Corneliu Anton... 153 TS0 3550 {!U‘ ) To0Io00 raroanks AK e ‘
Cornerstone In... | Bullock County  (888) 215-4471 Macon GA Address 1 l
Cornerstone In... ' Salisbury (212) 555-1212 Macon Ms Address 2 |
Deer Valley Fa... ' Phoenix (702) 555-1212  {602) 942-0648  Phoenix AZ Address 3 ‘
Dept of Surgery (777) 555-1212 Address 4 \
Doen Pediatrics (555) 121-2121 city [
deinnac 0. W S I B N | [P

Notes related to address book entries:

1.

¢KS dANIbAIVASE FTASER A& 2F0Sy LRLMzZ I G6§SR gAGK (K¢
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 thatidig healthcare

LINE GARSNI y2NX¥Iff& NBEFSNByOSa (KS LIKeaAOAly NBO
5N W2KYy {YAUKeéI GKSYy (KS LIKE@aAOAlLY NBOALASYHQ
healthcare provider normally references a practice 8amo A S ® aaSy R | 0O2LR (2
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

idKS

aSI NOK FASt R dziyiliRe yO#b ACOKS Gok/SE Su-{NGEF NG 2y Of SI NE
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Hampton Radiology psimpson | 5.8.326 | report bug

Settings Folders Settings Reports Logout
2 @ Export Address Book

L MySettings search ] Clear
Practice Nam Location Fax Gi State  Auto |
ty
Change passwra [ New

ABADEER, PET dills In... (309) 661-3394 (309) 663-8311... Bloomington  IL

Fax Log

ABDEL-MEGUL.. 8159379310 | 8159379300 Kankakee

Address Book Details

I cardl Search | Clear

Alice Smith

Fax Cover Sheet Bob Jones

& . Bush Family Pr..
“ Account Settings

Cardiology Ass...  Westminster C... {512) 98
Corneliu Anton.. Practice Name Location
Cornerstone In... | Bullock County
Cornerstone In...  Salisbury

Deer Valley Fa... Phoenix

Dept of Surgery

Doen Pediatrics (555) 129 w

r

Autofax Setup
Auto faxing of transcriptions can be set up from the Address Book.
To enable sending of auflaxes to the Address Book recipient:

1. Select the entry in the Addss Book that will receive the aufax setting by clicking the row in
the Address Book entry pane.

.

2./ KSO1a GKS a!dziz CcrE¢ OKSO102E G GKS o2dd2Y

3. Selectthedesiredaut® I E G NAIISNI FNRY GKISE RNEBARZIENE A§2 b &S!

Trigger options are:
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Settings
‘= @ Export Address Book

&vj My Settings

Change Password

Fax Log

Fax Cover Sheet

ﬁ Account Settings

name or number

Practice Name Location

ABADEER, PETE... Medical Hills In...

ABDEL-MEGUL...
Alice Smith Kingsport, TN
Bob Jones ABC Street

Bush Family Pr...

Cardiclogy Ass... | Westminster C...

Corneliu Anton...

Cornerstone In... | Bullock County
Cornerstone In... | Salisbury
Deer Valley Fa... | Phoenix

Dept of Surgery

Doen Pediatrics

dr jones

Dr, Linda Finch

Dr. Alan Stone

Dr. Alan Wilson

Dir Albart lnnae
e —

Search j Clear

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

8159379310 8159379300 Kankakee

(555) 5555555
(777) TT7-3687 () -

(423) 595-6254 423-971-5323 Bristol

(512) 991-2284

Morrison

(907) 458-3555 (907) 459-3520  Fairbanks

(888) 215-4471

(212) 555-1212

Macon

Macon

(702) 555-1212 | (602) 942-0648 | Phoenix

(777) 5551212

(555) 121-2121

0- 0-Ext
0- 0-Ext
(246) 583-8484 0 - Ext.

(786) 887-3331 0 -

L3011 8851213
—

Kingsport

Johns:

(None Selected)
(None Selected)
Immediately
Sent to Inbox
Finalized
eSigned

Bloomington L

State Auto|

IL

™
TN
AK L
GA
MS

AZ

WebChartMD

psimpson | 5.8.326 | report bug
Folders Settings Reports Logout

[_save I New J Delete

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)

Sent to Inboxdocuments autefax when submitted to the inbox by the Transcription Team.

Finalizel: documents autdax when moved to the Final folder from the Inbox.

Esign documents autefax when eSigned by the provider.

Columns

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

Practice NameThis column displays the Name for the address book entry.

Location ThisO2 f dzYy RA&LX | & a
has more than one office that is serviced by the Transcription Team.

Fax This column displays the fax number.

iKS

t20FGA2y 27

iKS
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Phone This column displays the phonamber.
City: This column displays the City.
State This column displays the State.

Auto Fax This checkbox displays a check if the datofeature has been enabled for the Address Book
entry.

Trigger This column displays the trigger selected iK' S & ! dzi 2 FF E ¢ NA IISNE @
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