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Welcome to WebChartMD!

WebChartMD launched in 2006 as a workflow platform to assist medical transcription companies and
departments process clinical documentation more effithegn Since then, over 15 million transcriptions
for over 40,000 healthcare providers have been transcribed by thousands of medical language
specialists.

One of the key benefits of having so many users over so many years has been their invaluale input

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

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

In addition to new features, this version of the manual contains links to videos which give quick
overviews of how a respective feature works. Those same viglalmng with the User Manual sections
related to different areas of the systegqare posted within the WebChartMD platform for easy access.

To all of our clients who have helped us make WebChartMD one of the premier clinical documentation
workflow platforms in healthcare today, we stinank you!

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

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

Sincerely,

The team at WebChartMD
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WebChartMD

Glossary of Terms

A number of different terms are often used interchangeably in medical transcription to mean the same
thing, and for the sake of consistency and clarity, the following terms are used throughout the
document.

Tip: terms that appear in title case throughout the manual (e.g. Transcription Team) are defined
within this Glossary of Terms.

Dictator. A user that authors the voice files.

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

DocHandlerA downloaded application that performs a number of tasks related to document
management in the WebChartMD system. Maostably, it enables users to accdsanscriptionsvia
their locally installed copy of Microsoft Word.

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

and is presented in any of the various screefithin WebChartMD. File is used to replace and
alFryYRFNRATS 20KSNJ) aey2yevyz2dza GSNya GKIFIG O2dzA R 68
LR NIFEfOZ aNBO2NRéES GRAOGIGAZ2YE YR GiOGNI YAONRLIGAZY
Facility The healthcare entity serviced by theanscription Team For the purpose of this manual,

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

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

Transcription Tearrthe group of transcriptioists providing service to the Facility. Thanscription
Teamcould be an outside vendor (Transcription Team), or gminse transcription department.
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Logging into the Portal

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

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

Powerful Transcription
Software Made Easy.

WebChartMD

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

[E]Online Demo  (Contact Us 0 Login

WebChartMD

Login

‘Over 5,000 healthcare

pprofessionals nationwide

T ‘ | rely on WebChartMD for
ppatient encounter
| documentation

Password: ‘ management needs.

forgot password?

WebChartMD. com . v

SECURITY ) UptimeSafe

VERIFIED S | £PS 350 Certified
@ou 208 Appition
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Software Installation

The first time a user logs into WebChartMD, the system installs a small application that
enables the locally installed copy of Microsoft Word to interact with WebChartMD. This
F LILJX AOF A2y Aa NBFSNNBR (G2 a GKS 4520 o0F2N) R2

The first step of the installation process is for a fugpto appear on screen, indicating the
DocHandler is downloading.

WebChartMd

Welcome to WebChartMD!

Click the WebChartMD setup at bottom of
your screen to run the file.

Close

Once the download is complete, click the downloaded file to install it.

Please note: The DocHandler only needs to install once per computer, regardless of how
many users are accessing WebChartMD from the computer.

DocHandler
Once the installation isotnplete, a small yellow lotus icon of WebChartMD appears in the

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

Reset download options

Use legacy cpening

®

Save every change separately

Enable debug lzgging @

Exit

Customize...

Bt W) 1216 PM

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

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

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

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

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

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

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

Initial View When Logging In

Paula Simpson psimpson | 5.8.326 | report bug

Transcriber Inbox Folder Folders Settings Reports Logout
= £ £ T O Search & Change Dictator ¢ Route [ Delete € (5
All Facilities 1 = DID Length Facility Dictator Dictated Date  Uploaded Date

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

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

Name

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

View and Folder Name

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

Username

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

Version Number

TheVersionNumberis displayed next to the username.

Report Bug

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

Log out Button

G 0 © O]

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

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

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

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

DID Dictated Date

All Facilities

ﬁ Workflow Manager

E My Documents
LEs

Rejected

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

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

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

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

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

- & & T @ Search § Change Dictator ¢ Route [ Delete @@ (57 lyr 2yr Al
All Facilities M= DID Length Facility TAT Remaining Dictator B Dictated
35081496 Fidelity Insura... = 23:09:58 Bales, Lowen 01/19/14
filter... g ;
35081473 Fidelity Insura... | 23:03:40 Bales, Lowen 06/08/17
- Workflow Manager 35081472 Fidelity Insura... = 23:03:39 Bales, Lowen 01/159/18
'E My Documents — - - d
m = | 35072519 0:00:36 FIdE'|It}" Insura... -102:22:38 Bales, Lowen 11/27/19
Rai d = 35072477 00145 Fidelity Insura... | -102:24:27 Bales, Lowen 11/27/19
QA = | 35068797 | 0:00:02 | Hampton Rad... @ -14 Arnold, Jimmy General Pool 11/26/19
I Allpo = 35068796 0:00:02 Hampton Rad.. -145) Arnald, Jimmy General Pool 11/26/19
@ M. Abbott _ )
= | 35068795 | 0:00:02 Hampton Rad... | -145:44:44 Arnold, Jimmy General Pool 11/26/19
@ s.Abraham
w S. Ackerman = 35068724 0:00:02 Hampton Rad.. -145:44:45 Arnald, Jimmy General Pool 11/26/19
N. Adair — .
H = | 35068793 | 0:00:02 @ Hampton Rad... | -145:44:45 Arnold, Jimmy General Pool 11/26/19
g A Ahmed
H M. Ahmedli = 35068792 00001 Hampton Rad.. -145:44:45 Arnald, Jimmy General Pool 11/26/19
L e

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

©

Folder PaneDisplays all folders used in the workflow.

©

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

FolderManagement-unctions

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

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

All Facilities

filter...

322059

WebChartMD

psimpson | 5.8.326 | report bug
Folders Settings Reports Logout

o, lyr 2yr All

Dictator Dictated Date  Uploaded Date

B Workflow Manager
% My Documents

Rejected
QA

Dictator.

OONOCNOMONOXO.

<N @ ' QSearch

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

= uersa U=

= 33737753 =

= 34512978 00,00QQ = Fidgs
= 34528421 F

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

r

>

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

1433 | Bales, Zoey

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

Refresh¢ Refreshes the data on the pagéhis can be used to refresh the view after moving
columns, changing flags or after closing a documentgdate the data displayed.

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

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

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

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

f ¢KS aK2NISNI 6KS GAYS AyiSNwIt asSt SOGSR:

9 All transcriptions regardless of the date are always available for access on the system by
using the Search feature.
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Several other folder management functions appear on the Workflow Management Toolbar,
depending on which folder the user is in. Detafish@se functions are provided in the individual
folder detailson page 3.

Folder Pane
On the left side of the screen is the Folder Pane, in which folders are displayed. These folders can be
clicked to enter different areas of the workflow. If mdahan one Facility is serviced by the
Transcription Team, a drop down appears in the-lefp corner of the Folders view. Clicking this
dropdown expands a list of all Facilities serviced by the Transcription Team.
All Facilities Dropdown
ThefirstenNE G0 GKS (2L) 2F GKA&a tAad Aa a!ff CFHOAfAGAS

Dictators serviced by the Transcription Team in the folder pane. Selecting on individual Facility
displays only those Dictators at the selected Facility.

Paula Simpson Paula Simpson
Workflow Manager Folder Workflow Manager Folder

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

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

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

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

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

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

S £

All Documenty d f
GKS Ct

¢ K
I RYAY FTNRY

>

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

Qo
-+ ax

2

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

Paula Simpson
Workflow Manager Folder

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

The WorkflowManager folder is selected.

#183

g

351378
All Documents

J. Arnold

T. Bales

S. Demo Provider
L. Direnfeld

351378

351378

351378

Feeerod
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Transcriber Inbox Folder

_@Eﬂ B & T Q search Change

All Facilities

filter...

& All Documents
g ) Amold

35183¢

35183¢

35183¢

35183¢

35183¢

35183¢

35183¢

I
”
v
&
2

Paula Simpson
Notes Folder

_@Eﬂ . g ? QSearch BCase]nfo

All Facilities

filter...

B workflow Manager

Pending

Inbox
Rejected

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

Hamptcn Radig

¢ KS

WebChartMD

LYo2E TFT2tRSNI gAGKAY

T2t RSN 6AGKAY

aaé

a!

w

tt
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Jimmy Arnold

Pending Folder
SR EM® Y Aser

All Facilities

filter...

B Workflow Manager
h My Documents

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

h J. Drood

A. Fairchild

o

fﬂ M. Harris
fﬁ J. Johnson
o

J. Malk
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Folder View Options

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

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

Also, the Classic View presents a filter box at the top of the folders, allowing the user to quickly
search for a specific Dictator by typing their name in it.

Paula Simpson Paula Simpson
Transcriber Inbox Folder Transcriber Inbox Folder
=[fx] & ¥ © Search g Change Dictator = & & ¥ L Search & Change Dictator
All Facilities = & All Facilities
= 35183614 0L/ . = 35183614 | 0140
filt All Dictators
HHLEr... = 35183615 0L/ = 35183615 OL/C
Ef Workflow Manager = 35183611 014 Workflow Manager | — .5 0:60, g1
. My Documents F.
E W = | 35183604 | 01/ My Documents = | 35183604 | 01/C
= 35183603 01/ = 35183603 0140
QA = 35183602 0L/ E— = 35183602 | 0140
Draft = 35183606 0L/ o = 35183606 0L/C
i Al Documents = | 35183488 014 = 3518488  01/0
& . amold Draft
W T Bales = 35183486 0L/l , = 35183486 | 0140
& s. Demo Provider = 35183485 01/ Tﬁ All Documents = | 35183485 | 01/(
H L. Direnfeld _ _
@ ».orood = 35183487 0L/ = 35183487 | 014
@ A Fairchild = 35183480 01| = 35183480 0140
& ™. Harris _
= 135183478 0L/ = 35183478 014
H J. Johnson
G ) Malk = | 35137852 12/ = | 35137852 | 12/1
W D. McLaughiin = 3137843 1 = 35137843 121
& 1 Mehta
& G Miller = | 35137842 1/ = 35137842 | 1241
@ . mizel = 35137846 1 = 35137846 1271
g ). Renault
l [pmmrmr— = | 35137841 | 12/ NN = | 35137841 | 12/

Currently in Classic View. Clickk S a { A Y /dzNNSYGf & Ay {AYLX S
+ASg6¢ odziGzy G2 Y20! +AS¢é¢ odzildzy G2 Y20
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File Display

To the right of the Folder Pane is the space for File Display. This display contains a series of rows
each of which represents a dictation, or audio file (if in the Pending folder) or a document if in any
other folder. The exception to this rule is the File Display within the Workflow Manager (see page
46), which displays both dictations and transcipis. The folders visible and their content depend

on the User role and their permissions.

Row and Page Setting

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

that are displayed, each row containindila, can be adjusted in the page numbering block at the

bottom right. The default setting of 100 rows per page can be customized by clicking the box

O2y Gl AYyAy3 amnné YR OKFy3aAy3a GKS aSdidAay3a dzaiy3a i

o JalfUiu=LLele..,

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

Pool jarnold-11262.., |imif I 1

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

=

Wallace, Con moniqueharr...

Wallace, Con moniqueharri... /\

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

¢tKS R26YS6IFINR FFEOAY3I FINNRg (G2 GKS STl 2F [ AYAGE
smaller view (see below). Clicking thefaging arrowwhile in minimized view restores the default

size.

Note: The functions available in the Folder Management Tools and contents of the File Display
section depend on the Folder in use.

Page26 of 272 v WebChartMD User ManualTranscription Company Administrator Version



WebChartMD

Workflow Manager

The first folder displayed in thep-left corner of the folder pane is the Workflow Manager (see
below). The Workflow Manager is a powerful tool that provides quick and easy access to all
dictations and transcriptions available in the system. The Workflow Manager utilizes a host of
functions to provide the user with the ability to view all dictations in the workflow and to dig into
their details simultaneously. This is achieved by combining several functions such as Filter, Show
Totals, Export, Move and Submit, each of which is expldmagcoming pages.

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

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

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

-- ‘-----

filter...

" Workflow Manager #1092
B = 32205818 pueseyl0613.. 00103  Pending Advanced Ort.. Vesey, Philip 5598 Beth Adam
& Al Documents
m M. Abbott = 34761531 | sreed-030120.. @ 0:00:03 Pending | M; od S.. | Reed, Samual - Mikhail Bekarov
& s.Abraham = 33737753  dovidharding.. | 0:00:04 | Pending ers... | Harding, David 143 Gerald Cooper
m S. Ackerman
W@ . Adair = 34303088  achah3-0418.. 00042 QA AdvErced Ort.. | Shah Ackish 053 SYSTEM | BLANK
@& A Ahmed = | 34504484 | Jimmylohnso.. | 00231 | QA Hampton Rad... | Johnson, lim... | 5332 John Smitherd
WG N Ahmedii

The Workflow Manager consists of three important areas:
@ Folder Management Functiong his ribbon holds several function buttons that assist with

file management. Only a specific set of functions are available in the Workflow Manager
folder.

@ Columns Workflow Manager has several important and unique columns that are not visible
anywhere else.

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

Paula Simpson psimpson | 5.8.326 | report bud

Workflow Manager Folder Folders Settings Reports Logou
Iyr 2yr Al

All Facilities 3 Dictator al(Linﬁ]
e L “<4lE B

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

The first five icons from the left are consistent in all folders and more information on them can be
found on pagel9. The next nine icons are explained in detail below:

@ Route

Paula Simpson
Workflow Manage- =-"-lar

=l

‘ All Facilities

Routing

filter...

= Workflow Manager

Return to default routing

& My Documents Barba.ra Jc.>hnston (0:02:45)

[ Al Documents (7% Connie Miller (0:03:15) Facility S

@ ™. Abbott Connie Wallace (0:24:00)

@ s Abraham - Darlene Simpson (0:00:12) - -

@ s.Ackerman Dolores Feeny (0:00:03)

@ . Aadair otal  #186 Editor Review (00:00:00) 517.34
A. Ahmed i 00"

2 . Ahmedr = 32205815 preseyiod Faith Hansen (00:00:00) Advanced Ort.. | Vesey, Philip | 5596

~Anmedl _ Gerry Miles (00:00:00)
2 ;-ﬁll:(::n = 24761531 sreed-030: Gina Davis (0:00:20} Maplewood S... | Reed, Samual
[ m,f = | 33737733 davidhardil Gloria LaForce (00:00:00) Caris, Sanders..  Harding, David = 143

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

More details on Routing can be found on p&$e
More details on Pools artanscriptionist queue can be found on pazy&t.
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@ Change Dictator

Paula Simpson

Workflow Manager Folder

EE O O

‘ All Facilities Gy == < 00K

= Workflow Man:

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

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

& ™. Abbott

W@ s Abraham % - - [Caris, San..] Harding, David
@ s Ackerman [Caris, San...] Provider, Master
@ N Adair - [Cary Ortho...] Brody, J.

@ A Ahmed [Cary Ortho...] DeCillo, Laura
E ':‘ i':'ied" | [Cary Ortho...] Dennison, Lucille

Thed KIFy3aS FAHGOGAZ2NE Aa dzaASR ¢gKSy CAfSa ySS
Fy20KSNJI 5A00G1 G2 N ¢KS dzaSNJ aStSoOita | R
toolbar and selects the recipient Dictator from the Dictator dropdown.

Using KS &/ KIFIy3S 5A00FG2NE TSI GdzNE OKIFy3Sa GKS 5A0aGl
transcription. When the Dictator is changed, the filename is updated to reflect the new Dictator. The
G5A00GFG2NE O2ftdzYy oFyR a6l DABRIIAIROBE&PY ¢ KB I LIKKE ¥
feature allows Transcription Team staff to change Dictators within the same Facility and from one

Facility to another.

DID Dictator File Name

” N

S
34781331 | RectrroEming sreed-03012018-131230-1.dss

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

m-— san |-

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

@ Submit

The Submit function is available within the Workflow Manager, QA folder and the Rejected folder
for the Transcription Team staff. Submit is used to move a transcription to the next step in the

workflow, which in almost all cases will be to submit a cotgaldéranscription from the QA

G2N] Ft26 FYyR Ayid2 GKS 5A0i0

I g2

NQ& LYO2E®

move the transcription from the Tier 1 QA Editor to the Tier 2 QA Editor.

@ Case Info

Paula Simpson
Workflow Manager Folder

- | B & ¥ @ Route §Change Dictator [ 5ub

All Facilities

Search Patient

First Name | Mikhail
= Workflow Manager Date of Birth | 01/10/2018
h My Documents Report Type v
h All Documents
h M. Abbott Billing Codes
@ s.Abraham
& s Ackerman Update Case Close
@& . Adair
G~ ahmed = DD Fadility Dictator  Length  First Last
@ N Ahmedii
@ c Aiken
@ A Abers
@ « Alfaro
h C. Alley
h C. Ames
@ w.andersen
h P. Andolina 33737733 Caris, Sanders...  Harding, David ~ 0:00:04 Gerald Cooper
@ s Andrew 34504483 Hampton Rad.. = Fairchild, April  0:0231 | Jasan Bell

Date of Visit
Last Name
D=

Note

Location

Status

Pending

QA

psimpson | 5.8.326 | report bug
Folders Settings Reports Logout

Open )i Play | aMove @ Export [ Delete @) (5 lyr 2yr All

03/01/2018

Bekarov

ABC-132

Default v

Report Type  LastModified  Routed To

-IIIIII- I I BN " I I .
x
o (o100 - |- e - - - - -]

OFFICE NOTE Simpson, Paula | Routing Error

SCH TEST

Bales, Zoey Wallace, Con...

Page300f 272 « WebChartMD User ManualTranscription Company Administrator Version

g2N) T



WebChartMD

The Case Info functionlalvs the user to add or change demographics associated with a dictation
(via the Pending folder) or transcription (via all other folders). After selecting the desired row on
screen and clicking the Case Info button, a panel will appear displaying fiatdsah be edited.

I TGSNI SRAGAES GKS dzaSNIKla (g2 2LGA2ya FT2NI I OOSLIGA

demographics within the portal view and the data base, but not update the document itself.
G! LIRFGS /1aS I yR 52 Odoyr&pyics évithia thé dortaldthdRiataib&se,amdS RS Y
the document itself. Clicking Close will discard the changes and close the Case Info panel.

Fields requiring explanation:

1 ¢KS a{SINDK tI{iASyidé TASEtR Syl ot Seringin®l NOK 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¢é FASER NBLNBaSyida (kstemwb 6aSRAOIE w

T ¢KS GwSLRNI ¢eL)lS¢é¢ FASER IAPSa | tArad 2F Fff
Templates) associated with the Dictator / author.

T ¢KS ab2dS¢ FASER Aa + FTNBS GSEdG FAStR® ¢KAA
messages regyding the transcription back to the Facility.

®

Gh LISy ¢ A a -basedishbtivhiwiicéheralyfes users to open transcriptions using the
Microsoft Word software installed on the local computer. Microsoft Word is accessed by

2 §S6/ KI NIcklander (sépagelsfor more information on the DocHandler). If the

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

Documents can be opened individually or in batches.

Opening a document individuallyfo open a document, highlight a row and either doutliek the
NREg> 2NJ LINS&da GKS ahlLISyé¢ odzitdzy Ay (GKS (2206 N
Microsoft Edge, Google Chrome and Mozilla Firefox.

Openingmultiple transcriptions simultaneouslyThis feature is available only in Internet Explorer

10 and 11 and uses Active X settings. (see installation instructions for Active X settings needed). To
open multiple transcriptions simultaneously, use the Steff to select a batch of transcriptions, or

the Control key to highlight and open naljacent selected transcriptions (see images below):
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Paula Simpson
Inbox Folder

2 & Bl 8 T Q search [[|Open & Print [} Finalize (S Reject §§ Change Dictator &, Fax [@ Case Info [ Delete @ (3

Dictator Dictated Date

All Facilities v

34588166 Advanced Orth...

Miller, Gerald 06/21/19 1407

filter...

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

Workflow Manager
My Documents

-

Rejected

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

Final
u o S 3345094382 Maplewood Su... Reed, Samual 03/01/18 14:12
LI c abco hdanl dog | lp oo 0220018 11.25

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
605t 260 GOperk t O 1 EKSAY (KS G(22f0k NI

Paula Simpson
Inbox Folder

@ g . ﬁ ? QSearch [/ Open apﬁnt QFinaIize Q Reject aChange Dictator E Fax G Case Info ﬂ Delete o (]

= DID F2s2"E

All Facilities v Facility Note Dictator Dictated Date

filter...

Hampton Radi... Arnold, Jimmy 05/23/1915:33

B workflow Manager
7] My Documents
_.H

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

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

] 33737752

Final
@ ™. Abbott
_‘ S. Abraham

@® ™

This functioroads the audio file of the dictation into the default player of the computer.
More information about Express Scribe software can be found on pége

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

33498420

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

Send File to ...

11

Reason

¢KS daz2@gS¢ FdzyOluAzy A& 2yfe |®|Af|oté Ay GKS 22N
Y2@0S | RAOGFIGAZ2Y 2NJ GNI YyAONRLIIAZ2Y Ayid2 | RATFT S By
are:

T ¢KS ¢ NI yaONROoSNE 2 LI A adhg MdedaSdrouiekitSotieA ft S o O1

original transcriber.

¢tKS G5StS0iSRe¢ 2LIGA2y NBY2@0Sa (GKS FAE{S FTNRY (KS
GwS2SOGSRe 2LIA2Y Y2@0Sa GKS FAtS (42 GKS NB
Gv! ¢ 2LIA2Y Y20Sa& GKSripichTedm.i2 GKS v! F2fRS
GLYO2EEé 2LIA2Yy Y2@0Sa GKS FAt(S G2 GKS 5A001
GCAYLFfé¢ 2LWA2Y Y20Sa (GKS FAES G2 GKS 5A00!

=a =4 —a —a A
o6 o6
RARRRR
wwww

See pagd9for detailed descriptions of folders.

b2GSY {AyOS dzaS 2F (KS 0(a%@r&mal%@kflowdﬂhﬁﬁeatN@LJN\BaSy’u
AyOf dzRSa | awSlazyé¢ GSE 02EZ 6KAOK A& Ol LWGdzNBR A
Export
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WebChartMD

psimpson | 5.8.326 | report bug

Workflow Manager Folder

Dictator Length

‘ All Facilities

filter...

Workflow Manager

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

ir<'ders Settings Reports Logout
Iyr 2yr All

Report Type Last Modifiec

Status First

My Documents

=

h All Documents

W ). Amold

hj T. Bales

@ s. Demo Provider

hﬁ L. Direnfeld

m J. Drood

W@ A Fairchild

hj M. Harris

& . Johnson

W@ ) malk

I3 0 naclauahlin
e 1 DID Dictator

2 3513?852_Arnold, Jimmy

3 | 35137846 Arnold, Jimmy

B2 wemd_report.csv

¢KS G9ELRNIE¢ FSI GdzNB
content of the page into a csv file.

@ Delete

s I wemd_report.csy - Excel I
Formulas Data Review View Help 2 Tell mg
== = EE; General +| | [l Conditional Formatting ~ EH Ins
=== - $ ~9% 9 5 Format as Table - T De
== @ 0 00 57 Cell Styles - I Fo
Alignment [F] Mumber [F] Styles Ce
Je || 35137852
C D E F G H I J
Length  Status First Last TAT Locked Report Ty|Last \
0:00:03 Pending Standard .
0:00:03 Pending Standard
Aa G AtlotS 2yte gA

Confirm Deletion

Delete reason.

CKA& TFdzyQiAz2y |fft2g6a
feature (see Settings section, paty#?).

¢
>
O
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To delete, select the dictation(s) or transcription(s), and click the Delete button in the toolbar. A popup

menu appears asking the user to confirm their deletion request along with a reason, which serves to
help prevent accidental deletions.

Columrs

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

Paula Simpson

Workflow Manager Folder
= 8 Y @ Route §Change Dictator J by

= DID Dictator Length  Status First ReportType  LastModified  Routed To Comments File Name Pool e Bill (Lines)  Original Transcrbe.

sl | [ T L I T rrrrarmmamsy

Total  #198 - ERPA) mam 464.77

L Lpisl fr ‘ 1761531 ‘ Reed, Samual |{mtm; Pending ‘ Mikhail ‘ Bekarov ‘ | ‘ Pool ‘ sreed-030120... ‘ General Posl ‘

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

Here are the column descriptions in details:
Bill (Lines)This displays the number of lines that the Transcription Team chdrges t
dictator/Facility for this transcription. See pa#y@0 for a full description of Bill Lines.

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

Column 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.

Comments The comments is a free text field in the transcription tool tha Twanscriptionist can
use to write notes about a transcription.

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 the Dictatoiis authenticated via their user IDn@he dictations done using handheld

recordersii KS RAQUIFIGA2Y RFEGS FYR GAYS Aa IOhelditedzZNSR FNRY
and timeon the recorder is incorrect, thethe dictated date and timewill alsobe incorrect in

WebChartMDPortal

Dictator. TheDictatoris the dictating user or owner of the transcription

DID This is a unique-8igit number assigned to every dictation in the system and is used for
tracking and File identification purposes. eWChartMD asks that users refer to Files in helpdesk
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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 DO¥étands for Date of Visit, the date the patient visited the Dictator.
DOB The DOB stands for Date of Birth, the birth date of the patient that the Dictator is dictating on.

Encounter This colummisplayshe encountertype if it exists within an ADT fddrom an EMR
system.

eSignedThis column displays if the transcription has been electronically signed by the Dictator.

eSigned DateThis column displays the date and time of the electronic signature by the Dictator.

Faxed This colummlisplays the time and date of faxing the transcription.

Facility NameThis colummisplayshe name of theDictatorQ Bacility

FleNam¥ ¢ KS daCAf Syl YSé O2fdzyYy RAALX I &@a | dzyAljdzS ARS

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

jarneld-12182019-123801wav

G2k NYyRA®REF 62N dzaSNY I YS

d MH MYy K date dfdictation: 18 December 2019

a M H o y timm éf dictation in 24hr format: 12:38pm

& ¢ | ¢gadio 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 O2fdzvy RAALI I @a (GKS LI GASYyGdQa FANRG ylFYSo

ID#: ThiscolummR A & LJ I @ & (0 K $nedidhl fedosl yiumBedin theSaBsen2eNaf an ID,

WebChartMD assigns a placeholder ID for patient tracking purposes.

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

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

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

NoteY ¢ KA& O2fdzyYy RAaALI @& GKS a/ftAYAO b2i0Sé¢ 6NARGGS
transcribing the dictation from the transcription tool.

On Time This column displays if the transcription was delivered to3he O G | i 2 N Ly 62E 2y {7
not. This only displays for delivered files, and the field remains blank for dictations or transcriptions
still in the QA folder.
T LT GKS FTAES 61 a yacdE RHEBEHRE My RX&IL0MIZe & EG HyE  €iKBS
9 LT GKS FTAtS 61 ZEft RHEBAEAAYRNBREIBEAAG[ BAS ydzyo SN
Late - 524.94 Days

On Time - O Days Early
Opened This column displays if the transcription has been opened at least once.

Original Transcribat ¢ KS ¢ NJ y & O NAradckitey thednitigd dogumens G K I {

Pay (Lines)This displays the number of lines that the Transcriptionist typed while initially
transcribing the document. See pat)&4 for a full description of Pay Lines.

Poot This column displays the name of the ptmivhich the dictation is assigned. Once the file is

routed to a transcriptionist within the pool, the pool name is removed from the column and

NBLI I OSR 6AGK GKS GNIYaONARLIIAZ2YAald 2N SRAGZ2NRA YI
returned tothe pool, the pool name once again appears in the Pool column.

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

Report Details This colummisplayshe report type but can be edited from the case info window.

ReportType This column displays the name assigned to the template in the Template Manager. See
pagel91 for a full description of the Template Manager.

Routed ToThis column displays the name of the transcriptionist or editor currently assigned a
dictationor transcription. See pad® for a full description of Routing.

Status This column displays the status of the fee pag®6 in the Document Management
sectionfor a full description of all States.

Page37 of 272 w WebChartMD User ManualTranscription Company Administrator Version



WebChartMD

TAT RemainingThis column displays the time raming until the file becomes late. The TAT (turn
around time) calculation starts with the Upload Date and Time, and the priority set by the
Dictator/Transcription Team on that dictation.

TAT this columndisplayshe turn-around timeassigned to a diation. See pag&67 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.

Column Management

Data columns in WebChartMD can be rearranged, hidden and sorted.
Rearranging

Columns can be dragged and dropped to a new locatiorredivange columnshold down the left
click button on the mouse while simultaneously dragging the column to its new location.

on

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

g

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

33737753 Caris, Sanders...  Harding, David | 0:00:04 Gerald Cooper iiii ii iiiiii i iiili

34504483  Hampten Rad..  Fairchild, April 0:02:31 Jason Bell {] Open ﬂ P|Ely - ,'.Move |-> EKpOI’t ti Delete o [
34504481  Advanced Ort..  Harris, Monig... | 0:02:31 Simson Doug

34504482  Hampton Rad.. Johnson, fim.. | 00231 | Dennis | Banks Le «gth Fir. ¢ Last Status

Statw

IASAAATE  Hapeton Bad Biall laramn 0:072.21 Bath Nelame '. — E
A [— -

3:15:55

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

— DID Facility Dictator Length Status First Last

. HH I N N B

#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 CFFICE NOTE]
= 34504483 | Hampton Rad... | Fairchild, April 0:02:31 QA Jason Bell SCHTEST

= 34504491 Advanced Ort..  Harris, Monig... | 0:02:31 QA Simson Doug CPERATIVE R
= 34504482 | Hampton Rad... | Johnson, lim... 0:02:31 QA Dennis Banks XRAY

Show/Hide

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

close the Show/Hide menu (4 below).

oson
anager Folder

Length Status

3:15:55 | -

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

33737753 | Caris, Sanders... | Harding, David | _0:00:04 Pending

s ‘\'..l 1Al ig= Lat

|
o

| gy —axe Ly e

34504483  Hampton Rad... | Fairchild, April
Fadility Dictator

34504491  Advanced Ort.. | Harris, Monig..

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

= 34504479 Hampton Rad... = Malk, Jason

Harding, Diavid

Fairchild, April 0

Harris, Monig... | 0

Johnson, Jim... 0:
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Pending

= Pending = Ge

= bril 0:02:31 QA Ja
Pool

= Locked iG... | 0:02:31 QA Sii

= _ (0231 04 e

Quick Search

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

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

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

All Facilities Dictator Length Status First Report Type Last Modified

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

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

filter...

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

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

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

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

P. Andolina

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

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

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

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

FESEEEEEEEEEEEENN

ML 1l

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

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

2 2 B & ¥ @ Route §Change Dictator |} Submit [@ CaseInfo [ | Open @i Play [ &Move @ Export i Delete @) (5 1yr 2yr All
All Facilities = DID Dictator Length Status First Last Report Type Last Modified Routed
E
__( B B B "
filter... x
Workflow Manager #11 = = = = = = =
& My Documents 33737753 | Harding, David Pending  Gerald  Cooper OFFICENGTE  Simpson, Paula | Routing Ern
h All Documents
& ™. Abbott
@ s Abraham 24504524 | Harris, Monig... QA Victor Aghebair CONSULT Simpson, Paula | Wallace, Col
@ s. Ackerman
h N. Adair = 34504604 | Harris, Monig... | 0:02:21 QA Nancy Comstock DISCHARGES... | Bales, Zoey Wallace, Cof
h A. Ahmed = 34504629 | Harris, Monig... | 0:00:48 QA Greg Jones OPERATIVE R.. | Wallace, Con.. Wallace, Cof
@ N Ahmedii
h C. Aiken = 34588174 | Harris, Monig... | 0:01:31 Pending . Hald, User
@ A Albers = | 24588171  Harris, Monig.. 00131 | Pending i Wallace, Col
h K Alfaro = 34588177 | Harris, M 0:01:31 Pendi Wall C
h C.A”ey — { arris, onig... WL ending . allace, Loy
h C. Ames = 34588176 | Harris, Monig... | 0:01:31 Pending . Wallace, Cof
W. And —_
@ nersen = | 34588168 Harris Monig.. 00056  Pending ) Wallace, Co
@ P. Andolina
h s. Andrew = 34588163 | Harris, Monig... | 0:00:56 Pending B Wallace, Cof
h N. Angell
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wSadzZ Gay Ly GKA& SEFYLXS 061620850 GeLMAy3a GKS FTANAIDG

dictations and transcriptions dowio those matching dictator names matching that search criteria
(Harris and Harding).

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

Paula Simpson psimpson | 5.8.326 | report bug

Workflow Manager Folder Folders Settings Reports Logout

5 [33 g ? @ Route %Change Dictator LJSubm\T BCaseInf ey Play | &Move @ Export t'i[)dete o ,—‘jl 1yr 2yr Al
All Facilities = DID Dictator Ler gth Status Tirst Report Type Last Modified Routed

) - .

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

¢CKAa Aa | O02YLI AaKSR 0@ | BRAYYE BKS 2 NI AL O2 F dr K &

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

Step 4: The user further wants to look for dictations which would be irP#eling folder & for
RAOGIFG2NR O2y Gl Ay Ay 3 éhbur TAT phiofity assigBdd NThigis YS&a g KI @S
I O02YLX AAKSR o6& GeLAy3a aué Aylhz2z GKS ¢!l ¢ O2fdzyyo
displays information that match all three requiremts.
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Paula Simpson psimpson | 5.8.326 | report bug

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

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

« 1N 3 1 H IV 0N " I .

0:01:35 | -

‘ filter... ‘

“"  Workflow Manager

& My Documents
b All Documents
g ™. Abbott

H S. Abraham
H S. Ackerman
H N. Adair

H A. Ahmed

3 N Ahmedii
H C. Aiken

G A Albers
Ik Alarg

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

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

Results: This further sorts and displays only two files that belong to Dictator Harding and Harris that
are in the Pending folder and have #4@ur STAT priority on them.

b20SY ¢KS a9y UiSNE (S& Aa 2yte yichwRBRedadr 65 LINBaas
Status other than Pending and QA.

Sorting

Another feature that is available under Columns is the ability to sort the displayed information by a
single column in an ascending (0 to 9, A to Z) or descending (9 to 0, Z to A) order. To do this, the user
simply single clicks the name of the column hexadince. This adds a white triangle next to its name

and sorts the column. The direction of the arrow further indicates if the information is sorted in
ascending or descending order.

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

Workflow Manager Folder Folders Settings Reports Logou

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

Dictator Length

All Facilities

| e - TN .

- Workflow Manager #199 3:18:48

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

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

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

The TAT column headerascending sort:

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

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

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

—
] - . — CN— —

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

9, g P P

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

Paula Simpson psimpson | 5.8.326 | report bug
Workflow Manager Folder Folders Settings Reports Logout
‘= 2l 8 Y # Route § Change Dictator [ }Submit [@ CaseInfo [ | Open @ Play [ @Move @ Ex

All Facilities Dictator Length
| — I
<" workflow Manager #92 - 1:36:35
& My Documents = 25081472  Bales lowen | 00008  Pending Standard
h All Documents
h M. Abbott = 35072519 | Bales, Lowen 0:00:36 QA Ralph Smith Standard A Bales, Zoey
@ s Abraham = | 34504524  Harris, Monig.. | 0:0108 | QA Victor Agheboir 12hr STAT CONSULT Simpson, P2
& 5. Ackerman
h N. Adair = 34504482 Johnseon, Jim... 0:02:31 QA Dennis Banks 8hr STAT KRAY Bales, Zoey
h A Ahmed =] 35068144 | Miller, Gerald 0:00:12 Pending Zhr STAT
& N Ahmedii

q = 24504483 Fairchild, April 0:02:31 Qa Jason Eell 2hr STAT SCH TEST Bales, Zoey
@ c Aiken
h A. Albers =i 33737753 | Harding, David | 0:00:04 Pending | Gerald Cooper 2hr STAT OFFICE NOTE Simpson, Pz
@ K Alfaro _ _ o
h c. Alley = 34781531 | Reed, Samual 0:00:03 Pending = Mikhail Bekarov 2hr STAT
h C. Ames = 35147151 | Bales, Traci 00:00:00 @ QA Allison Smith 1hr STAT Blank Template | Bales, 7oey

W. And —_

h " elrser'l = 35109384 | Bales, Lowen 00:00:00 @ QA Michael Salyers 1hr STAT A Bales, Traci
@ P. Andolina
h S. Andrew = 35081496 | Bales, Lowen 0:00:05 Pending 1hr STAT
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File Display

The Workflow Manager File Display area can display files in any phase of the workflow (Pending, QA,

Inbox, Rejected, Final, and Delivered (combines InboXaral). For a detailed description of
available file statuses and their meaning, see p2je

File Action Menu

The first column of each row contains a small icon of three black lines. This is called the File Action
Menu. Clicking the icon opens tkée Action Menu. Actions that can be taken on a dictation or
transcription appear in the menu. If multiple rows are selected, intentionally or by mistake, the
action will apply to all selected rows, even if the menu is opened on any one of the rows.

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

DID Dictator Length Status First Report Type Last Modified

Flags ‘ Pending | Mikhail ‘ Bekarov ‘ ‘ ‘ )
‘ MNane Red Blue  Green Yellow Pending | Gerald Cooper CFFICE NOTE Simpson, Paula
= _ 1 ‘ Bell ‘ ‘ SCH TEST ‘ Bales, Z ‘
Copy DIDs to Clipboard 2 == 5 2=
Beth Ad CT SCAN Si Paul
3 Copy Dictation c s mesen, Faua
Preview | Dennis ‘ Banks ‘ ‘ KRAY ‘ Bales, Zoey ‘
5 Download Simson Doug OPERATIVER... | Bales, Zoey
E— @ Victor Agheboir CONSULT Simpson, Paula
7 Audit Trail Nancy Comstock DISCHARGE S... | Bales, Zoey
) Greg Jones OPERATIVE R... Wallace, Con...
Document History
= 34512978 Bales, Lowen 00:00:00 ™y Quinn Bales Blank Template = Bales, Zoey
= 34528400 Bales, Lowen 0:00:34 QA Ivy Bales templatehead... | Bales, Zoey

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

<:>ctr3av w268 Ay (GKS GCAfS SAALIL&é RAZLI L@

dza SNBE (2 KAIKEAIKG NRsa Ay 2yS 2F F2dzNJ O2f 2 N&

change the files from one color to another, select the dictation (or ipleltdictations, 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 Report Type

Last Modified

Routed To

WebChartMD

Comments File Name

=] 34761531

= 33737753

Reed, Samual

Harding, David

3:17:51 | - = = = =
0:00:03 Pending | Mikhail Bekarov

0:00:04 Pending | Gerald Cooper OFFICE NOTE

Simpson, Paula

Pool

Routing Error

sreed-030120... | Ge

Here's a com... | davidharding...

= 34504479 | Malk, Jason 0:0231 QA Beth Adams CT SCAN Simpson, Paula | Wallace, Con... newuserd-05...
= | 34504482 | Jehnson, Jim... | 0:02:31 | QA | Dennis | Banks ‘ | XRAY Bales, Zoey Wallace, Con... JimmyJohnso...
= 34504491 | Harris, Monig... | 0:02:31 QA Simson Doug OPERATIVER... | Bales, Zoey Wallace, Cen... meniquehari...
= 34504524 | Harris, Monig... | 0:01:08 QA Victor Aghebaoir CONSULT Simpson, Paula | Wallace, Con... meniqueharmi..
= 34504604 | Harris, Monig...  0:02:21 QA Nancy Comstock DISCHARGE 5... | Bales, Zoey Wallace, Con... meniqueharri..
= 34504629 | Harris, Monig... | 0:00:48 QA Greg Jones OPERATIVE R... | Wallace, Con... Wallace, Con... meniqueharmi..

@ Copy DIDs to Clipboard: Thesiture allows the user to quickly copy the DID numbers of the
selected dictations into the clipboard for copyste to another application, such as

b2GSLI R ¢2 dzaS GKS FSI Gd2NB=X
/ £ A LJ6 2 I NR éogied DID tikibeysaising Paste (conRpl

DID Dictator Length Status First

B . TR

File Edit Format View Help

34761531
34504482
345044832
I 34504491
34504524

= 33737753 | Harding, David 0

= 34504479

Malk, Jason

34504604 Barris, Monig...

34504629 | Harris, Monig...

34512978 Bales, Lowen

asStsSod  aay3atsS 2

@ Copy Dictation: This feature makes a copy of the audio file selected. Copied audio files
inherent the same routing rules as the master copy of the audio.
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@ Preview: This feature allows the user to do a quick preview of the docuwidmiut
opening it. Documents are previewed in a PDF format. The preview pane is closed by
LINBaaAy3a GKS a/t2aS¢ odzitzy Ay GKS o620G2Y

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

OPERATIVE REPORT
Simson Delaney 1293836 02/14/1980

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

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

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

POSTOPERATIVE DIAGNOSES:

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

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

ESTIMATED BLOOD LOSS:

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

Close

@ Download: This feature allows the user to download the transcribed doot(sieto their
O2YLIMziSNI & | ®R20 FAfSd® ¢2 R2gyf2FRZ (GKS
Action Menu.

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

Step 1 Select files(s) to download
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The user selects a singlemzt & A LIt
aSydzZ o ¢KAA

psimpson | 5.8.326

Paula Simpson

Workflow Manager Folder

Step 2 Create the desired filename format
I FGSNI LINBaaAy3d a52¢yt2FRE AY
separator to be used in the filename. Four options are available:

iKS CAtS

| report bug

Folders Settings Reports Logout

Cs ﬁ . = 7 @ Route aChange Dictator QSubmit GCase Info [~ Open | Play | & Move @ Export E Delete o o Tyr 2yr All
All Facilities = DID Dictator Length Status First Last Rey
. [
B . BN B BN
filter... x
e — I EE
h My Documents
b All Documents
@ 2 Amold
@ 7 Bales Flags
@ s. Demo Provider
h L. Direnfeld Naone Red Blue Green Yellow
h J. Drood -
h A. Fairchild Copy DIDs to Clipboard
h M. Harris Copy Dictation
@ . Johnson = r— Final Tim Smith Standard
h - malk = — Final SEREMA Mcleod Standard
B = i
h D. McLaughlin ( Dawnload ) e e anaer
2 I(;Mh:nta = wﬂgev Final Sierra Connors Standard
- iler = — Final JOHN DOE Standard
h D. Mizell Audit Trail
2 J. Renault = e Final Carmen Keilor Standard
M. Sanders = X
= 273723 Woodard, Ja... 0:00:07 In Final . gy’
& A shah v Limit: » next 1
simple vi = 156525 Mizell, David 0:00:06 In Final no dictation andarc

I OliA2yY aSydz

T 5FagKovdra This creates the file name using the dash between words.
Example: Andrev&mih-Jessicalohnson.doc

T ! YRS N& O2 NBThis drgatesithe file name using the underscore between words.
Example: Andrew_Smith_Jessica_Johnson.doc

T { LI OS 6a This dfeates the file name using the underscore between words.
Example: Andrew Smith Jessit@hnson.doc

T t SNOSy (i ¢ &This oréates the file name using the underscore between words.

Example: Andrew%Smith%Jessica%Johnson.doc
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Paula Simpson psimpson | 5.8.326 | report bug

Workflow Manager Folder Folders Settings Reports
= & & ¥ #Roue &3 Change Dictator | Submit [@ Case Info [~ Open )i Play [ &Move ¢ Export [ Delete @ 5/ Tyr 2yr All
Length

‘ All Facilities
delivered
filter...
Set Separator
*"  Workflow Manager Total = #5000
‘What separator should the filename use?
& My Documents = | 42450 Calke | 1h STAT
& All Documents
m J. Arnold = | 42448 — Dash ("-") Calkre Standard
W 7 sales = | s smith Standard
@ s Demo Provider —> Underscore (*_")
w L. Direnfeld = | 47908 Scott Standard
@ . prood = | 113445 —> Space (" ") Arrowood | Standard
@ A rairchild .
m M. Harris = 119917 -5 Percent ("3%") Freeman | Standard
@ . Johnson = | 122028 Smith Standard
8 - malk _ i
. = 125138 Woodard, Ja... 0:00:04 In Final SERENA Mcleod Standard
m D. McLaughlin
m 1. Mehta = | 126537 Renault, James = 0:00:02 In Final Sierra Connors Standard
G. Mill —_ .
w e = 202126 Woodard Ja. 000000  InFinal JOHN  DOE Standard
@ D Mmizell
m J. Renault = 146552 Woodard, Ja... 0:00:04 In Final Carmen Keilor Standard
W@ M. Sanders = 27137233 Woodard Ja.. | 00007  InfFinal | ShrSTAT |1
@ A shah = 100
. . = 156525 Mizell, David 0:00:06 In Final no dictation andard
Simple View
I

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:

= =4 =8 =8 -8 - - - -8 -8 -8 -8 s

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: Insertsth8 A QG F 1 2 N dza SNJ L5 @

t NEOARSNI CANRGY LyaSNIia GKS 5A0GF0G2NR FANRG yI
t NPGARSNI [ FAdY LyaSNIlia GdKS 5A0GFGd2N0 f+Fad yrYS
tF0ASYyd CANBRUOY LyaSNIla GKS LIGASYGQ FANRG YIYS

t T GASYd [FradGy LyaSNIla GKS LI GASyGaQ tlraid yryYSo
awbyY LyaSNIia GKS LI @XMRNIQ YSRAOIE NBO2NR ydzYo
DOB (MMDDYYYY): Inserts the date of birth for the dictation without using separators.

DOB (MMDD-YYYYpserts the date of birth for the dictation with separators.

Done
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Paula Simpson psimpson | 5.8.326 | report bug

Workflow Manager Folder Folders Settings Reports Logout

&l & ¥ @ Route £ Change Dictator [ Submit [ Case Info [~ | Open @)(Play [ «Move @ Export [fj Delete @ (3 1yr 2yr All
All Facilities = DID Dictator T Select Fields @l rt Type Last Ma
- - 4. Select filename components from list - -
filter... x :
= Filename:
= Workflow Manager Total 22:5 . . .
. patient_last patient_first practitioner_last
My Documents d dictationid
& Al Documents ov dictationi
h J. Amold
=
h S. Demo Provider patient_last patient_first practitioner_last dov dictationid
@ L Direnfeld
h J. Drood
DID
& A Fairchild -
@ M. Harris .
—> Practice
@ ). Johnson = | 122028 | Woodard, Ja.. | 0:00:06
g - mak _ i
h D. McLaughlin = 125138 ‘Woodard, Ja... 0:00:04: == DOV {MMDDWVY) | Arnold, J
h I. Mehta = 126537 Renault, James | 0:00:02 Evans, Ja
@ . Miler — DOV (MM-DD-YYYY) o
. = 202126 Woodard, Ja... 00:00:0 Woodarg
h D. Mizell | . I
W& ). Renault = 146552 Woodard,Ja.. | 00004 —> Provider ID Fairchild
h M. Sanders — - |
h A = 273723 Woodard, Ja... 0.00.0'.-"_ N Provider First | Evans, Ja
h A. Shah = 156525 Mizell, David 0:00:06 Evans, Ja
@ crie = 121740 Woodard Ja.  0:00:06 —> Provider Last Arnold, ]
h P Vesey _ 1 I
h D. Wittenberg = 181742 Woodard, Ja... 0:00:08 —> Patient First Woodarg
@ . woodard = 178365 | Mizel, David | 0:00:09 ) Davis, Gi
& L vokochi 2 —> Patient Last =
= 241125 Woodard, Ja... 0:00:09 Woaodarg
= 261850  Woodard, Ja.. | 0:00:04 = MRN Davis, Gi
= 280916 Woodard, Ja... 0:00:02 Davis, Gil
are. e — DOB (MMDDYYYY) | e
= 3514902 Woodard, Ja... 0:00:04 Evans, Ja
= | 458602 Woodard, Ja.. | 0:00:03 —> DOB (MM-DD-YYYY) NOTE Bulbin, Jz
= 461064 Fairchild, April 0:00:04: — Done _NOTE Fairchild,
= 3473029 Woodard, Ja... 0:00:01 I I I ]
simple View 532167 Woodard, Ja... 0:00:01 In Final Kirsten

Examples of typical filenames are:
DIDPracticeMRNProvider_Last, which would populate with data as:
32101595Allentown Chiropracticdohnson

or DOV (MMDDYYYY)_Provider_First_Patient_Last_Practice, which would display as:
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As data elements are selected, the setup windows adds the elements in real time to display what
the filename. Once a data element is selected, it is not possible to unselect or remove it until the

downloading options are set (see further below).

Step 4: Completing the filename
hyOS (GKS NBIljdzANBR FAfSYIlYS KI &
finish the file name selecting process and proceed to the next step.

0SSy

A X 4 A x

Note: It is highly recommeradi to have the filenames contain at least one unigue file naming
feature such as DID number in case the Dictator has two dictations on the same day for the same
patient, in which case, both transcriptions would populate the same filename and can potentiall

overwrite each other in the process of downloading them.

Step5: Choose download location

Once the filename has been established, thelgetool displays a folder selection window. Browse

to the folder or location desired for documents to download 4t & a

Paula Simpson

a{ St SO

C2f RSNE o

psimpson | 5.8.326 | report bug

Workflow Manager Folder

Dictator Status

Length

= & & ¥ # Route & Change Dictator [ Submit [@ Case Info [ | Open @(Play [ &Move @ Export [ Delete € ()

All Facilities
filter... Select Folder
Workflow Manager < 4 Bl > ThisPC » Desktop

Search Desktop

Step6: Download completion

Folders Settings Reports Logout
Tyr 2yr All

My D =
h D = Organize = Mew folder
h All Documents
& ) Amold = N*  Name Dater
EEals u finished emails 201
(ag - .
m L. Direnfeld = finished emails 12022019

. Lirente =
m T Master Manual Project

. Droos

th
& A airchild : :r ion Audio files -- NOT TEST
=] cti -
m M. Harris = -y redu |on. u |o. iles Woodare
. Resource Link project

m J. Johnson = Evans, Ja
m J. Malk @i fi Returned Faxes
m D. McLaughlin = 5 Yy screenshots Arnald, )
@ ' Mehta =] aLn september 2019 Evans, J2
m G. Miller 8 c Transcriptions )f
m D. Mizell - “:- R > Woaodarg
m J. Renault = Folder. | Transcriptions Fairchild]
& ™. sanders = = Evans, Ja
& oo
m A. Shah = Evans, Ja
E C.Tille = 181740 Woodard Ja. 00006  Infinsl  John Smith Arnld, )

P. Vesey
m D. Wittenberg = 181742 Woaodard, Ja... 0:00:08 In Final Louis Freeman Woadarg
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Once the download location is selected, files will automatically download into the selected folder. A
popup message in the bottom right corner of the screen confirms files have successfully
downloaded.

Download confirmation popumessage

| [/ = | Transcriptions - O *
Home Share View o
1 » Transcriptions v 0 Search Tran... 0@
" Marme - Date modified Type Size
#r Quick
e | Adams-Beth-Malk-05192019-34504479.doc  1/10/2020 10:26 AM Microsoft Word 9... 13 KB
| Adams-John-Amold-06212019-34588258....  1/10/2020 2:55 AM Microsoft Word 9... 14 KB
*_ L+ i Apollos-Zebe-Arncold-06212019-3458810... 1/ Microsoft Weord 9... 21 KB
5 C# | Aramonte-Dennis-Arnold-06212019-3458.., 1/ Microsoft Word 9... 14 KB
=| kA4 | --Arnold-11082019-35011016.doc i Microsoft Word 9... 14 KB
AlP i Arrowood-Jimmy-Woodard--113445.doc 1 Microsoft Word 9... 24 KB
Dict T Bales-lohnny-Arncld-05232019-34304518... 1/ Microsoft Word 9. 21 KB
- MLP | BLANK-SYSTEM-Amold-09272019-34588,., 1/ Microsoft Word 9... 27 KB
| Calkre-Lisa-Woodard-03002007-42448.doc  1/10/2020 11:50 AM Microsoft Word 9... 23 KB
e | Calkre-Lisa-Woodard-03092007-42450.doc 1/10/2020 11:50 AM Microsoft Word 9... 23 KB
22 Dropl | Chresten-Martin-Arnold-06212019-24588...  1/10/2020 2:35 AM Microsoft Word 9... I KB
i dict M| Freeman-Louis-Woodard-06132007-1199...  1/10/2020 11:50 AM Microsoft Word 9. 26 KB
2 Enri | Kline-Mercy-Amold-06212018-34877487....  1/10/2020 2:35 AM Microsoft Word 9... 33KB
in File iz McCord-James-Arnold-11202019-345880...  1/10/2020 235 AM Microsoft Word 9... 33KB
- o | Scott-Lewis-Tille-03142007-473028.doc 1/10/2020 11:50 AM Microsoft Word 9... 22 KB
finls & Smith-Alice-Arnold-06212019-34588257...  1/10/2020 &:55 AM Microsoft Word 9., 14KB
G HIP | smith-susie-Woodard-03082007-42449.doc 1/10/2020 11:50 AM Microsoft Word 9... 23 KB
GR mec
@ OnE
/R Pho ¥

The transcribed documents downloaded to the selected location.
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Notes:

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

2. ¢KS awSasSi R2gyf 2l R 2 LI Ahe ysérfo rekeyall dorBoading O | | Yy Rf S
settings to create new download settings. .

pen portal

Reset download options
Save every change separately

Enable debug logging

Exit

Customize...

-
Mo 12:16PM

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

By default, dictations uploaded into the database receive a standard TAT.

STAT times available are Standard, 1 hour, (1Hjw2, 4hour, 8hour, and 1Zhour. Unless otherwise
O2y TAIAdzNBR Ay (U K pagdibyd ¢ AdY] Siél YRS lddiRaghalis dibmRte Bpload R
date and time.

¢

2
OK I

[j

Kl y3 S ¢!l ¢x asStSOG I RAOCGFGA2Y FyR Ot A01 2
IS IyR t

A0l a/ KIy3asSéo

< O
< o
O R

Pageb4 of 272 w WebChartMD User ManualTranscription Company Administrator Version



WebChartMD

Paula Simpson
Workflow Manager Folder i

= & & ¥ # Route g Change Dictator [ Submit [@ Case Info [ Open @i Play [ &Move @ Export [j Delete @ (3

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

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

Audit Trail for 34504483

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

Connie Wallace  05/23/1917:10  Edit
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Document History: The document history displays all iterations of the document. Clicking

0KS a2LISye AO0O2y (2

iKS

t ST

27T

by @

Audis NJ

data captured for each iteration includes name of user who editedtdération, patient
MRN, patient name, edit date and time, and iteration tracking number. Clicking the

awSai2NBéeé A02y NBalu2NbBa

Document history for 34504483

Edited By Patient MRN  Patient First
Bales, Zoey 36985
Bales, Zoey 36985
Evans, Janice 36985
Ewvans, Janice 36985
Evans, Janice 36985

Wallace, Connie = 36985

Close
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Patient First

Edit Date
08/15/19 1413
08/12/191519
08/02/19 08:25
08/02/19 08:23
07/30/19 14:34

05/23/1917:10

75054882

75034455

75888799

75888792

75870628

75536968

iKS R2O0dzySyid G2
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My Documents

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

Paula Simpson psimpson | 5.8.326 | report bug
Transcriber Inbox Folder Folders Settings Reports Logout
- 35 = ? QY Search &Change Dictator ¢ Route a Delete 0 - 1yr 2yr All
All Facilities = DID Dictated Date ¥ Uploaded Date Routed To L Facility File Name Dictator
= 35183614 01/07/2011:27 01/07/2011:29 | Pool General Pool Hampton Rad... | jameld-01072.. | Amold, Jim
‘ it ‘ = | 35183615 | 01/07/2011:27 01/07/2011:29 | Pool General Pool Hampton Rad... | jameld-01072... | Amold, Jim
B workflow Manager = 35183611  01/07/2011:26 01/07/2011:29 Pool General Pool Hampton Rad... | jamcld-01072.. = Amold, Jimng
'& My Documents — . . . - P
= | 35183604 | 01/07/2011:26 01/07/2011:28 | Pool General Pool Hampton Rad... | jameld-01072.. | Amold, Jimn
= l 1/07/2011:26 1/07/20 11:2 Gener; on Rad... rneld-01072... J
Rej d = 35183603 | 01/07/201l:28 01/07/2011:28 Pool eneral Pool Hampton Rad. Jjarneld-01072 Amald, Jimmn
QA = | 35183602 @ 01/07/20 11:26 01/07/20 11:28 Pool General Pool Hampton Rad... | jamneld-01072.. | Amold, Jimny)
Draft = 35183606 01/07/2011:26 01/07/2011:28 | Pool General Pool Hampton Rad... | jameld-01072... = Amold, limn
g All Documents = | 35183488 | 01/07/2011:02 | 01/07/2011:04 | Pool General Pool Hampton Rad... | jamold-01072...  Amnold, Jimn|
§ ). Amaold
m T. Bales = 35183486 01/07/2011.02 01/07/2011:04 | Pool General Pool Hampton Rad... = jarneold-01072.. = Amold, Jimny

Inbox THs displays the dictations that need to be transcribed.

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

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

Draft This displays transcriptions that have been added to the workflow by the Dictator outside of
the normal dictation and transcription process that need to be processed through QAsdityance

0STF2NBE RStAOGSNE (2 (GKS 5A0GFGE2NN& LYo2E® ¢KAA

or PDFs; documents transcribed by the Dictator and/or Facility staff that need to be completed by
the Transcription Tearmand documents producelly the Dictator using frorénd speech
recognition.
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WebChartMD

The My Documents Inbox contains all dictations from all Facilities and all Dictators that are waiting

to be transcribed by the Transcription Team.

The Inbox folder consists of three important areas:

®

®
©,

Paula Simpson

Transcriber Inbox Folder

All Facilities

orkflow Manager

QA
All Documents
M. Abbott

S. Abraham

S. Ackerman

= | 35137832

DID

35137846

35137845

35137844

35137843

35137842

35137841

35137840

35137832

Length

0:00:03

0:00:04

0:00:03

0:00:03

0:00:04

0:00:03

0:00:03

0:00:04

=< & TJ Q. Search &g Change Dictator ¢ Route fj Delete @ 3/

Facility

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

Hampton Rad...

TAT

Zhr STAT

2hr STAT

2hr STAT

2hr STAT

2hr STAT

2hr STAT

2hr STAT

2hr STAT

2hr STAT

Dictator

Arnald, Jimmy
Arnold, limmy

Arnald, Jimmy

General Pool

General Pool

General Pool

Arnold, Ji General Poal
Arnold, eneral Pool
Arnold, Jimm General Poal

Arnald, Jimmy
Arnold, limmy

Arnold, limmy

General Pool

General Pool

General Pool

Folders

12/18/191
12/,
12/
12/1
12/18/191
12/18/191

12/

/18/191

18/191

8/191

8/191

12/18/191

18/191

psimpson | 5.8.326 | report bug
Settings Reports Logout

1yr 2yr All

i Dictated Date  Uploaded Date ¥ Ro

3:38

357

337

3:36

337

357

337

357

336

/18/19 1.
/18/19 1
/18/19 1.
/18/19 1
/18/19 1.
/18/19 1
/18719 1.

/18/19 1

Pool

Pool

Pool

Poaol

Pool

Poaol

Pool

Poaol

Folder Management Functions his riblon holds several function buttons that assist with
file management. Only a specific set of functions are available in the Inbox folder.

Columns Inbox 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

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

All Facilities

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

Dictator Pool B Dictated Date  Uploaded Date ¥ Ro

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

[ filter... 35137846 Hampton Rad... = 2hr STAT | Arnold, Jimmy = General Pool 12/18/19 13:37 | 12/18/1913:39
B Workflow Manager | = 35137845 00004 HamptonRad.. 2hrSTAT Amold, limmy  General Pool 12/18/1913:37 | 12/18/1913:39 Pool B
Jo S i
= 35137844 00003 HamptonRad.. 2hrSTAT = Amold, Jimmy | General Pool 12/18/1913:36 = 12/18/191339 Pool
= 35137843 0:00:03 HamptonRad.. 2hrSTAT Arnold, Jimmy General Pool 12/18/1913:37  12/18/1913:39 Pool §
Rejected s
QA = 35137842 00004 Hampton Rad.. 2hrSTAT = Amold, Jimmy  General Pool 12/18/19 13:37 | 12/18/1913:39 Pool |
@ Al Documents = 35137841 00003 | HamptonRad.. 2hrSTAT Amold, Jimmy  General Pool 12/18/1913:37 | 12/18/1913:39 Pool §
& M. Abbott = ) |
& s.Abraham = 35137840 0:0003 HamptonRad.. 2hrSTAT Amold, Jimmy  General Pool 12/18/1913:37 | 12/18/1913:39 Pool
W s Ackerman = 35137832 00004 HamptonRad.. 2hrSTAT Amold Jimmy  General Pool 12/18/1913:38 Pool |

All available Folder Bhagement Functions viewable in the My Documents Inbox and their
descriptions can be found starting on pat

Functions unique to the My Documents Inbox are:

Search

Paula Simpso psimpson | 26

anscriber Inbox Folder Iders Settings Report:

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

Filter Criteria

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

The Search function is found in almost every folder view and provides the user with the ability to
quickly search for a dictation or transcription by using one or multiple search criteria.
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/I tAO01TAY3 (GKS a{ SINDODKE¢ 0dzi RANS NRY ¢ S I NDKE oFIANDE RIAIDY &
Fields requiring explanation:

T ¢KS a5A0GFG2NE FASER RAaLIXl&a Ittt RAOGFG2NRE (K
the Inbox displays dictations for all facilities together, the search dictator field also allows
the use to search for them.

f ¢KS a5L5¢ FASER NBLINBaSyida GKS dzyAljdzS y RAIA

f ¢KS a! L 2FRSR FTNRY¢ IyR (KS a! L)X 2FRSR ¢hé¢ TFASE
were dictated during a specific date range.

T ¢KS & CA fldaflowytBetuseftd sdarch for a specific dictation using the name of the
audio file. The audio file name has a specific naming format:

jarneld-12182019-123801wav

G2k NYyRA®REF G2ND dzZaSNY I YS
G MH MY i date gfdictation: 18 December 2019
G M H o y time éfdictation in 24hr format: 12:38pm
d 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 aw2dziAy3dé FASETR RAALAFIE&@& 020K 0aktBe AYRADARC
user can, for example, search for all dictations in a specific pool that are yet to get
transcribed or see how many files a particular transcriptionist has in their queue.

T ¢KS 2N eS¢ FASER A& | OdzaldaddctatioBsEi FASE R (K
Users can also search for all dictations using a specific worktype as needed.

f ¢KS aWw2ol goblbthatis proviyed th weSdictator at the end of their dictation
when calling into a phone line. The user can also search for a sgetifitas needed.

Once the search criteria have been entered, the search can be performed on the last 12 months by
Ot AOTAY3 a{SIFENOK tlad ,SFENE 2NJ GKS SYyGdANB RIGlIOI &

results will return more quickly & S NOK t | & SINE A& aStSOiSRo®

5

Once the selection is made, search results will appear on screen below the Filter Criteria box. To close
0KS {SINOK 062EX OfAO|l (GKS a/t2aSé¢ odzitz2y Ay 0KS C
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Columrs

All available columns viewable ine My Documents Inbox and their descriptions can be found starting
on page3o6.

Columns unique to the My Documents Inbox are:

Actions This column contains three icons:

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

= & # T @ Search [ Open ZsPrint [ Finalize ) Reject &g Change Dictator &8 Fax [ @ Case Info [ Delete @ (3) 1yr2y

All Facilities

34588166 Miller, Gera

‘ filter... ‘

34504489 Arnold

Teoa

Fairchild, April MRI

B workflow Manager

[~ My Documents

% All Documents
Notes

34393068

34290097

34215312

Pending 33282796 Arnold, limmy ULTRASQUND

KS I dzRA 2
A2

LX I @ SN

Play Audiag/ f A O1 Ay 3 !2d¢R Al2KES AGG2fyr eR2 gy f 2 Ra
LX Fea AG G2 GKS O02YLzi SNR RSTFI dzZA G I dzR

@ 520dzySy i | A&a02NBY /fEAOTAY3 2y GKS a520dzyYSyd 1 A
shows all iterations of the transcribed documents for thenscription.

A previous iteration of the document can be opened by double clicking on one of the rows
Ay (GKS 520dzySyid | Aa0G2NE LR2LJzZId ¢KA&a |faz2 dzaSa
the transcription document into Word.

A previous iteration ofhe document can be made as the current transcription document by

dzaAy3d GKS awSad2NB¢é A02y (2 GKS FFENI NARIKG 2F 0
document and can come in handy if an edit was made in error was made and a previous

version of he document needs to be referred for rectifications.
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Document history for 34504489

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

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

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

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

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

@ Audit Trail: This displays a list of all users who have accessed a document, the date/time of
their access, and the action they performed, such as opening, editing, finalizing, esigning,
etc. (see below).
Column Management
See pag@6for a full descption of column management features.
File Display

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

File Action Menu

LEf F@FLATlFo0oftS aCAf SblelinGné M2Dbcumeéhtg binsox ehd filek @esCaptiodsh S & |
can be found starting opage 46
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Rejected

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

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

psimpson | 5.8.326 | report bug
Transcriber Rejected Foldc° Folders Settings Reports Logout

3 & & T4 search it @ Route [@ CaseInfo [ Delete ) (5 1yr 2yr All

Paula Simpson

7

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

= | 34588265 | 06/21/191352 | 06/21/1913:56 Bales, Zoey 06/21/19 = 04/04/85 & Hampton Rad...

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

Workflow Manager = 34588275 06/21/1913:51 06/21/1913:54 Wallace, Connie Hampton Rad...

y Documents — .

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

= 34224047 03/27/1914:45  03/27/19 1448 Bales, Lg 03/27/19 Fidelity Insura...

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

& Al Documents = | 34318705  03/26/1911:39 | 03,/26/1911:39 Bales, Lowen 03/26/19 Fidelity Insura...
& ™. Abbott _

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

@& s Abraham

The Rejected folder consists of three important areas:

@ Folder Management Functiong 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

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

Columns
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All available columns viewable in the My Documents Rejected and their descriptions can be found
starting on page6.

Columns unique to the My Documents Rejected are:

Rejection ReasorThis column displays the information provided by the Dictator whilecting a
transcription.

Column Management
See page@6for 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 ofthe Rejected status. For a detailed description of available file statuses and their
meaning, se@age 46

File Action Menu

lLEf F@FLAELIo0fS aCAfES | OGA2y aSydz 2LiA2ya @GASslof S
descriptions can be found starting page 46

Page64 of 272 v WebChartMD User ManualTranscription Company Administrator Version



WebChartMD
QA

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

Paula Simpson psimpson | 5.8.326 | report bug

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

‘ All Facilities DID E Dictator Dictated Date  Uploaded Date TAT

filter...

Workflow Manager
My Documents

34504483 Fairchild, April 05/23/1915:30  05/23/1915: 05/23/19 19

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

34504479 Malk, Jason 05/23/1915:30 | 05/23/1915:35 | Standard =W ... 05/23/19 13
34504482 Johnson, Jim... 05/23/1915:30 | 05/23/1915:35 | Standard | W 05/23/19 13
34504524 Harris, Monig... | 05/23/191534  05/23/1915:37 | Standard W 05/23/19 13
34504604 Harris, Monig... | 05/23/19 1540 | 05/23/1915:44 | Standard =W 05/23/19 19

34504628 Harris, Monig.. = 05/23/1% 1544 | 05/23 Standard | Walla 05/23/19 13

@ M. Abbott
hj S. Abraham
hj S. Ackerman

34512978 Bales, Lowen 05/28/19 14:33 | 05/28/ Standard | Simpson, Paula 05/28/19 14

34528400 Bales Lowen 06/03/18 08:47 _06/03/19 08:47 __Standard _Simpson_Paula 05/03/13 0F

The QA folder consists of three important areas:

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

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

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

Folder Management Functions
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Paula Simpson psimpson | 5.8.326 | report bug

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

1yr 2yr All

= DID ﬁ Dictator Dictated Date  Uploaded Date TAT

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

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

CCs Management:

Manage CC's for 34504479

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

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

Search Address Book
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@ {86 80GAY3 I CAtS FyR OtAOLAY3 GKS &/ /aé Fdzy Ol A
2F // NBOALASyGa & C2NJ SEFYLXSSE GaLAy3d a{ YAGK
for the user to select. The list has a scroll
Manage CC's for 34504479
Address Book Name  Address Book Fax  Contact Name ContactFax  Remowve CC
ABADEER, PETER S DO (309) 661-3394 Joe Smith, MD  (123) 456-8520
John 5 Cullen, MD (907) B35-5162 James Smith {907) B35-5162
John 5 Cullen, MD (907) B35-5162 James Smith (907) B35-5162
Add CC
‘ smitH I
Freeman Internal Medicine - (201) 555-1212 I
Gerald Smith, MD @ Freeman Internal Medicine - (757) 551-2122
m Manfred E. Smith, MD @ Freeman Internal Medicine - (201) 555-
Smithers Associates - (888) 555-1212
Frank Smithers, MD @ Smithers Associates - 1-423-432-0221
ABADEER, PETER S DO - (309) 661-3394
Joe Smith, MD @ ABADEER, PETER S DO - (123) 456-8520
New/ / NBOALASyGa INBE IRRSR o6& SyiSNAy3a (GKS 7Fdz f
/1 ¢ FASER FyR OfAOLAY3I 2y (iKS RSAANBR askNDK N

at the top of the box.

@ Deleting CC recipients is done bylghig the trash can icon to the right of the recipient to be
RSt SGSR Ay GKS awSy2@S //¢ 0O2fdzyyo

Clicking the Close button closes the Manage CC window.

Columns
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All available columns viewable in the My Documents QA and their descriptions can be found starting
on page3o6.

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

See page@6for a full description of column management features.

File Display

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

File Action Menu

4 A

Lff I @FLAfFO0fS GaCAETS | OGA2Y aSydz 2LJiA2ya OASslofS
can be found starting opage 46

Paula Simpson psimpeon | 5.8.326 | report bug

QA Folder Folders Settings Reports Logout

= & B & T QSearch [JSubmit & Change Dictator @ Route g Case Info [ | Open &,CCs fj Delete @) (5 lyr 2yr All
All Facilities DID ﬁ Dictator Dictated Date  Uploaded Date
= 34504483 Fairchild, April 05/23/19 15:30 | 05/23/1915:35 2hr STAT | Wallace, Con... 05/23/19 19
‘ Ui ‘ x Flags ‘-30 | 05/23/19 1535 | Standard | Wallace, Con... | 05/23/19 13
B workflow Manager = | None Red Blue Green Yellow | |5:30 05/23/191535 | Standard 05/23/19 19
L My Documents = 530  05/23/191535 | Standard 05/23/18 19
Inbox — Copy DIDs to Clipboard ] ! o Enear ! T
1 H e 5:34 | 05/23/19 1537 Standard 05/23/19 19
Rejected Copy Dictation =nean
5:40 | 05/23/1915:44 Standard 05/23/19 13
1 Interface Re-Export =nean .
h All Documents 34504629 Harris, Monig... | 05/23/19 1544 | (05/23/19 1547 Standard | Wallace, Con... 05/23/19 15
@ ™. Abbott _
= | 34512978 Bales, Lowen 05/28/19 14:33 | 05/28/19 14:33 Standard | Simpson, Paula 05/28/19 14
@ s.Abraham
h 5. Ackerman = | 34528400 Bales, Lowen 06/03/19 0847 = 06/03/19 0847 Standard | Simpson, Paula 06/03/19 08

@ InterfaceReExport: This feature allows the user to retrigger a transcription so that it
exports. For more details, please contact WebChartMD Support for details on setting up an
Interface.
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Draft

The Draft folder holds transcriptions that the Dictator typesriselves, either manually or by using
anyfront end voice processing softwaseich as Dragon Dictate. These transcriptions are then
F@FrAflrofS G2 GKS ¢NIYYAONRLIGIAZ2Y ¢SIFY F2NJ NEOASH

Note: for more detailed instretions on the use of frorénd speech recognition with WebChartMD,

see page4.

Paula Simpson

psimpson | 5.8.326 | report bug

Draft Folder

All Facilities

¥ Workflow Manager
) My Documents

35033887

35033553

35033551

35033549

35033548

35028736

35028732

35109207

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

Bales, Lowen

E Uploaded Date

12/10/19 11:32

1
1
1
111
1
1
1

1/15/19 09:52
1/15/19 08:02

1/15/19 08:02

5/19 08:01

1/15/19 08:00
1/14/19 08:16

1/14/19 08:12

bmit @ Route [ig CaseInfo [ |Open & CCs fj Delste @ (3

Folders Settings Reports Logout
lyr 2yr All

Report Type

> > F F»r Fr @ OB

A

Salyers

~ClscoLuo” RJ Cooper

AEUCIMCGH christopher | williamson

513533

@ 123456 Mike

Unknown Patient

Salyers 02/12/56

W@ ™. Abbott
fﬁ‘ 5. Abraham
fﬁ‘ S. Ackerman

35017854 Amold, Jimmy 11/11/19 1548 | [CMC XRAY 0100014 Pollie Svennevik | 03/07/11

z 1ooocooao

The Draft folder consists of three important areas:

®

®
®

Folder Management Functions

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

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

FileDisplay The central section of the Portal displays the files.

All available Folder Management Functions viewable in the My Documents Ddafiein descriptions
can be found starting on pade.

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

New Document: This feature allows the Dictator to create a new transcription. More details on this are
available on pagé4.
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Columns

All available columns viewable in the My Documents Draft and their descriptions can be found
starting on page6.

Column Management

See paga6for a full description of column management features.

File Display

The Draft folder displays transcriptions that can be reviewed by the Transcription Team before

RS A

GSNAY3I (2 GKS 5A0GF0I2ND Lyo2E®and@erNd |

meaning, seg@age 46

Creating a new Draft document is different than how dictations are created by Dictatorseate a

RSGI AT

new draft the user will select a document from their local computer, then drag the document to the

YIAY

Paula Simpson
Draft Folder

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

G 5 NI T liedusenandll shénHmbpithe filé and trdocumentwill automatically upload.

psimpson | 5.8.326 | repo
Folders Settings Reports Log

All Facilities Dictator & Uploaded Date  Report Type

= 35017854 Amold, Jimmy 1117191548 | ICMC XRAY 0100014 Pollie svennevik | 03T | 1171119 Def
= 35017820 | Arnold, Jimmy 11/11/19 1544 | ICMC XRAY 123556711 Unknown | Patient — g Def
B workflow Manager = 35017472 | Arnold, Jimmy 11/11/19 1430 | CT SCAN 123312 Unknown | Patient &kv E
= Tybzmme"m = 35016344 | Amold, Jimmy 11/11/191245 | CTWCONTR.. | 23456 3ill Owens % 9 |. Det
Rl;.e;ed = 35016802 | Amold, Jimmy 11/11/1212:33 | SCHTEST 000000 john test W 1'I+Cﬂp et
A = 35011142 | Amold, Jimmy 11/08/19 1040 | CT SCAN 202383 Joseph | Dillard | 12/10/50 9 Def
BT = oz Aol iy 1108191023 CTSCAN || [J = | other
& All Documents = 35011075 Amold, Jimmy 11/08/19 1025 | XRAY Home  Share  View
g #,';;Tid = 35011057  Armold, Jimmy 11/08/1910:19 | LETTER 4 v A | ThisPC » Desktop » other
W L Direnfeld = 35011037 | Amold, Jimmy 11/08/1910:17 | CT SCAN | finished emails 12022019 A e .
g i_i;?zi"d = 35011035 | Arnold, Jimmy 11/08/19 10:16 | CT SCAB 2 HIPAA blank.doc
@ ™. Harris = 35011023 | Arnold, Jimmy 11/08/19 10:13 | XRAY @ medrec
hj J. Johnson _ OnBoardingTemplate
8 - malk = 35011001 Arnold, Jimmy 11/08/12 1008 | MR R Phone Cords
W@ D McLaughlin = 35010203 | Arnold, Jimmy 11/08/190855 | CTSCAY g pm
g I(.;.MN;T:I = 34408828  Amold, Jimmy 04/24/19 10:43 CT SCAb (U8 RiteshAndTraci
W& D Mizel = ‘ 34408583 | Arnold, Jimmy ‘ | 04724419 10:13 | crscpl G| Screenshots

Once the document is dropped y (i 2

G§KS CAfS 5AaLXlé& | NBIZX

enter any pertinent information into the fields listed in the Case inda:

Facility This provides with a dropdown menu allowing the user to select a Facility name.
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Dictator. Once the Facility name has been selected in the above dropdown, this Dictator dropdown
displays a list of Dictators at the Facility, allowing teeruo select a Dictator for this note.

Case Info for blank.doc

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

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

Status Draft

Upload Cancel

Default

Search PatientUserscansearchexistingpatientrecords bydza A y 3 4 KS 64 { SI NOK t I GA Sy
F2NI I LI GASYyidz 0S3Ay SyGSNAaAy3a (GKS LI GASyidiQa yIYS
patient names. Once a list if found the user will be presented with a dropdown to select from.

Once the ptient is selected any available demographic information for that patient will
Lzt F S GKS a/+FasS LyF2é GAYR26®
GSY L¥ | LIFGASYyd NBO2NR R2S8a y23G |t NBIFIRe SEA&D
Y2INI LIKAO AYF2NNI leén2y G2 GKS a/ &S LyTFT2¢ &O0ONJ

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

First Name The first name of the patient will be entered in this field, if the patient was selected from
0KS a{SIFNOK t I A Sy lilEpoptlateSaiitematically, & theRiSeviaduNableds find or &
needs to add a new patient this field will be filled out manually.

Last NameThe last name of the patient will be entered in this field, if the patient was selected from the
d{ SI NOK ietd this deBigfiaghic Will populate automatically, if the user was unable to find or
needs to add a new patient this field will be filled out manually.

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

FNRY GKS G{SFNOK tlFrGASyGé FASER GKA& RSY23INI LKAO
was unable to find or needs to add a new patient this field will be filled out manually.
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ID # The ID# of the patient will be entered indhi FASt R AT (GKS LI GASYyd ol a af¢
t T GASyd¢ FASEIR GKAA RSY2ANILIKAO gAff LI2LIzZ I GS | dzi
needs to add a new patient this field will be filled out manually or left blank (if lefikitae system will

assign a unique ID#). T O e G

Date of Birth| 04/03/2019 D#| 10
Report TypeThe user will select which template the new e = 0
document will be uploaded under. The user will be presente . Eggngjj:‘\]gf%gg;;;d‘g o
with a dropdown of the available template types: piosd | PEmETe] ey

Hampton Radlclo imedat
[Hampton Radiolo] MRI
[Hampton Radiole] SCH TEST
[Hampton Radiolo] Test Template
[Hampton Radiolo] ULTRASOUND
[Hampton Radiolo] XRAY

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

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

Location Multi-location facilities have the option of selecting different facifit®8 o0& dzaAy 3 (G KS «a
dropdown field. The user will click the dropdown field and available locations will be presented for the
user to select.

Status The status field set the location of the document after it is uploaded. Users have threesoption
to select from: SO U0/ 20TY
 Draft This sends the uploaded document to the draft folder . . [Hempton Radiole] LETTER ¥

WKSNB Al OFy 068 NBOASHSR ) sowlom S22 GKS
inbox

1 Inbox This option sends the document straight to the iy
LINE GARSNRA Ayo2E o0&l &daAy i r N2 Y (K
transcriptionside.

f Fina¥y ¢KA& 2LIiA2Yy &aSyRa (GKS R20dzySyd adGNYAIKG (2
transcription side and the inbox.

I ftAO1TAY3 2y (KS a! L)X 2FRé odzidzy al @Sa GKS dzL)X 21 RS
the Case Infowi R2 ¢ ® /| tA01AY3 2y (GKS a4/l yOSté¢ odzitzy Of 23
document is discarded by the Portal.

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

All Facilities

.~ My Documents
Inbox
Rejected
QA

& Al Documents
& . Amold

@ T Bales
e oo

1. Qicki(i K S

Lowen Bales
Draft Folder

B workflow Manager

35219474

Dictator

Amold, limmy

F Uploaded Date

01/17/20 10:23

Report Type
LETTER

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

19191

WebChartMD

psimpson | 5.8.326 | report bug
Folders Settings Reports Logout

Tyr 2yr All

35017854
35017820
35017472
33016944
35016802
35011142

35011112

33011073

GbSo

E My Documents

Review

Pending

Inbox

2. 1 £ A 0]
dictation.

z

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

35109207

35033887

35033553

35033551

35033549

35033348

35028736

GdKS

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

Ameld, Jimmy

5 2 O dzY S Kolilér Managéniegoyglbaingt KiSK S4 5 NI T i €

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

Bales, Lowen

al b

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

11/08/19 10:25

Creating Documents Without Audio Files

fen || New Document [

™

—) =Y
12/10/19 1132
11/15/19 09:52
11/15/19 08:02
11/15/19 08:02
11/15/19 08:01
11/15/19 0800

11/14/19 08:16

as

ICMC XRAY
ICMC XRAY

CTSCAN

CT W CONTR...

SCH TEST
CT SCAN
CTSCAN

HRAY

Report Type

R N

0100014
1235567
123312
23436
000000
202383
AKUZFNI

192872

DOB DoV Note Locatiol
Oliver Smith 04/02/19  01/17/20
Pollie Svennevik | 03/07/11 | 11/11/19
1 Unknown | Patient 1111719
Unknown | Patient 11/11/19
Bill Owens 09/21/60 11711719
john test 12/29/10 | 11711719
Joseph Dillard 12/10/50  11/08/19
FSQ* | Ralph Smith 11/08/19
John Daily 11/08/19

To create a documentirectly from the templatethe Dictatorfollows these steps:

lowenbales2 | 5.8.326 | report bug

Folders Settings Reports Logout

123456 Mike Salyers.
ACISCDLUO* | RJ Cooper
MELICIMCG™ christopher | williamson
513533 Unknown Patient
123436 Mike Salyers.

Ly T2é

GAYR2 6

a. Add patient information if desired (not required).

b. { SI NOK F2NJ (KS

will present in the search box.
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iKS

i KS

Ré X

LI GA Sy

awS LR NI

G{ G Gdzaé

¢ & LS

02

02

dza A y 3

1yr 2yr All

/12/56 | 1271019 Default
11415/19 Default
11/15/19 Default
11415/19 Default
11/15/19 Default
/12/56 | 11/15/19 Default
1114019 Default

%

G2 Syi

F2NJ 6KS FAfS

will route to theTranscription Tearfor review and cleatuzL J®
0K8I BAOWYSY Y RoNRWISORAN

Dictators can createdocumentsdirectly from templates in WebChartMD without the need for an
accompanying audio file. Instructions are included in the Facility user manuals but included here as
a resource for th@ranscription Team

T2f R
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e. AFGSNI FAEE Ay 2dzi GKS AYyF2NNIGAZ2Y Ay GKS
the Case Info box (below).

3. Clickthed h LISY b S¢ 5 2 Oazfiéhytiomn of thelLageano box.

Case Info

Search Patient Date of Visit| 01/17/2020
First Name | Ralph Last Name | Smith
Date of Birth| 04/08/2019 ID#| 57458
ReportType *| [Fidelity | - L. Bales] X-Ray Note

Billing Codes Location

Status|  praft

‘ Open New Document ) Cancel

Default

4. The selected template opens, atite caseinformation populdes into the template (below).

Lowen Bales lowenbales? | 5.8.326 | report bug

Draft Folder Folders Settings Reports Logout

& & ¥ @ Search [ Case Info [ Open [ New Document {j Delete @) (59

DID Dictator [ Uploaded Date  Report Type
filter...
E My Documents

Tyr 2yr All

-transcription-76695094.doc - Compatibility Mode - Saved Traci Bales (WebChartM|

3
File Home Insert Design Layout References Mailings Review View Help S Tellme
E —_—
E E" Calibri Sl e A AT Al B | R =- == |8l b b b 1
Review D[ - - = AaBbCcDc AaBbccc AaBbC . |
= | g Paste B I U-+-axx A-2+A S===1=- | &0 TNormal | TNoSpec.. Heading |< | |
Pending -
= 3| Clipboard 1 Font @ Paragraph & Styles ®
Inbox
= | 3
Rejected = 4
Final =3
[ — . =
bFldehtylnsurance = 9

@ M. Bales

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

| pos: [1/17/202d
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5. Once the document is opengthe Dictator manually typscontent into the template.

6. Once completedthe Dictator saves and closes the documémtlow). The document will
aSt SOGSR Ay

T2ttt 20

0KS NRdziAy3 NHzZ Sa

File Action Menu

Referring thsi:ian:I

Exam Type: Two views of th !
If you dick "Don't Save”, a recent copy of this file will bi

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

0-transcription- Traci Bales
File Home Insert Design Layout References Mailings Review View Help S Tellme 1% Share I COwggoents
O : - LFind ~
0 Calibri (Body) - {11 - AT A7 Aa- | fp AaBbCeD: | AsBbCcD: AaBbC & Ren ]
M - Replace
Paste B I U-a x ¥ 2. A TNormal | TMoSpac.. Headingl + Iy Select Dictate
Clipboard 1 Font ) Paragraph ) Styles ] Editing Voice ~
Patient Name: [Smith, Ralph
X-Ray Number: [5745§
pos: |
DOS: |1/17/202
[ q Microsoft Word x

e temporarily available.

Indication: Patient has L“""mﬁ

T | ==
Technique: Frontal and | 0
soft tissues of the neck radiographs for comparieo However, there was an ultrasound of the neck

performed on the same day.
Comparison:  No prior studies are available for comparison.

Findings- Frontal and lataral views of tha enft tissues of tha nack wera aual

luated and reveal thare

et F@rAtfEFOofS

GCAf S

can be found starting opage 46

LOUA2Y

a Sy dz

2 LI A2y a

GAS G|
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All Documents
¢KS ! ff 520dzySyidiaé¢ F2f RSN IAGBSa GKS dzaSNJ |
l.j

LISNRLISOGAGS 2F | dzaSNJI | 0 KS Ciivéshbfollarss Notes, ¢ K S
Pending, Inbox, Rejected, and Final.

o
= >
~n U))
~n Q\

psimpson | 5.8.326 | report bu
Folders Settings Reports Logou

Tyr 2yr Al

Paula Simpson

Notes Folder

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

All Eacilities Dictator Effective Date Comments Uploaded Date

Fidelity Insurance | Bales, Lowen Info Document 12/27/19 Updated Note 1. | 12/27/19 13:43
filter... Hampton Radiol... | Bales, Traci Info Document 12113719 Test Document 12/13/19 15:06
Fidelity Insurance  Bales, Lowen Patient List 03/26/19 10/31/19 08:30
Hampton Radiol... | Arnold, Jimmy Patient List 10/24/19 AM patients 10/24/19 14:31
Hampton Radiol... | Arnold, Jimmy Patient List 09/05/19 09/05/19 15:38
Pending Hampton Radiol... | Arnold, Jimmy Patient List 09/05/19 09/05/19 15:37
Inbox Hampton Radiol... | Arnold, Jimmy am patients 07/10/19 07/10/19 15:36
Rejected Hampton Radiol.. | Arnold, Jimmy Patient List 05/28/19 AM Patients 05/28/19 19:04
Final Hampton Radiol... | Arnold, Jimmy Patisnt List 05/14/19 AM patients only! | 05/14/19 11:40

W M. Abbott
m 5. Abraham Hampton Radicl... | Fairchild, April MNew Letterhzad 04111719 we added Dr. Z t... | 04/11/19 10:10
W s ‘““kelrma“ Hampton Radicl... | Bales, Traci Patient List 04/11/19 AM patients only! | 04/11/19 10:09
E : :::;‘:;d Hampton Radiol... | Arnold, Jimmy 04/08/19 for Monday's aw... | 04/08/19 17:04
@ N Ahmedli Hampton Radiol..  Malk Jason Hand-written N... | 04/11/19 04/08/19 17:00

@ c Aiken

b A Albers Hampton Radiol... | Bales, Traci 04/08/19 letter to office st... | 04/08/19 16:39

Notes This contaia notes such as patient list or other information for the Transcription Team.
Pending This contains the dictations waiting to be transcribed.

Inbox This contains completed transcriptions that have been delivered to the Dictator.
Rejected This contains transcriptions that have been returned by the Dictator for rework.

Final This contains transcriptions that have been esigned by the Dictator, as well as transcriptions that
have been finalized without being esigned.
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The Notedolder allowsFacilities to add documents to the workflow through a drag and drop process.

WebChartMD

Typical documents that might be added to the workflow via the Notes folder inchidemiational

documents patient listgschedules,and rand-written notes that ae outside thenormal
dictation/transcription workflow.

Adding Documents to Notes Folder

ClLOAtAGER

dzZaSN& Ol y dzLJ 2F R |

y2GS o0& RNI3ITAy3

computer and onto the the file onto the File Display area inNlog¢es view.

Faula Simpson

Notes Folder
& B 8 7 QSearch [gCaseinfo [ | Open f§ Delete @ (5 yr 2yr A
All Facilities Facility Dictator Note Type Effective Date Comments Uploaded Date
g I Fidelity Insurance ales e ent 1227/19 Updated Note 1 27191343
filter... Hampton Radko Bales, Traci nfo Document 1211319 Test Document 13/19 1506
B Workflow Manager Fidelity Insurance  Bales, Lowen Patient List
,,a My Docu‘rrw‘nl‘s Hampton Radio Arnold, Jimeny Patient List
.. All Documents
m Hampton Radio Arnold, Jimmy Patient List
Pending Hampton Radio! Amald, Jimmy Patient List
Inbox Hampton Radw Arnold, Jimmy am patients
Rejected Hampton Radio Arnold, Jimmy Patient List
Final H | e
- A Hampton Rediol.  Amold. Jimmy - Patient List
B M. Abbott
W s Abraham Rampton Radiol... | Mw 4| ¥ | New folder
W s Ackerman Hanohoss il Bales. Traci
2 e UBiES, - HaC “ Home Share View
W8 N Adair
‘ﬂ A. Ahmed Hampton Rad Amold, Jlimmy + » ThsPC » Desl » New folder
W N Ahmedli Kampton Rad g o
h . e 2 Kaace A Name Date modified
W C Aiken = T DR *Q
8 A Albers Hamgton Radiol..  Bales Traci ] - & blankdoc 12/37/3018 1:41 PM
K. Alfaro Hampton Ra: Bales Trac

Once the document is droppédy (i 2

iKS CAfS 5AaLX @ (bblovwsFadlityl

users can enter any pertinent information into the fields listed in the @Qasebox:

Facility This provides with a dropdown menu allowing the user to select a Facility name.

Dictator. Once the Facility name has been selected in the abomediwn, this Dictator dropdown

displays a list of Dictators at the Facility, allowing the user to select a Dictator for this note.

Note Type The Note Type field afree textthat canbe entered to describe the note type

CommentsA free textbox, allowing the user to write information about this Note document.
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Effective DateThe time and date of uploading the Note.

Case Info for blank.doc

Facility * Dictator *

Hampton Radiology v

Arnold, Jimmy
12/30/2019

Note Type | Info Document Effective D...

Comments| Uploaded Note 12/30/201¢

Upload Cancel

Once the document is uploaded it will be visible in the main window of the Notes fdtdar wherethe
Transcription Team can access the document to take whatever action is required.

psimpson | 5.8.326 | report bug
Settings Reports Logout

Open [ Delete £ Tyr 2yr Al

Folders

W @, Search [ Case Info

ities
sarpton Radiol.. | Amald, Jimemy Infio Document 123019 Uplcaded Note ... | 1230/18 1215
Fidelity Insurance | Bales, Lowe T i TTEIES hole | 12/27/19 13:43
anager Hampton Radiol. Eales, Trac nfo Docurment 121319 Tast Dacument 13712 1506
: Fidelity Insurance Eales, Lowen Patient List 03,26M9 10431719 08:30
- Hampton Radiol. Amald, Jimmy Patient List 10,2419 AM patients 02419 1431
Harnpton Radio Amald, Jimey Patient List 0%/0519 0940519 15:38
Hampton Radio Amald, Jimmy Patient List 090519 090519 15:3
Hamnénn Eadin Srmnld limmes A mafimnfe 71019 AT10019 15-36

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

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 entered via the Case Info box at the time the document was
added into the workflow. A full description of each data fields visible in the Notes folder are described
on the previous page.

Column Management

Unlikeother Folders, column management features are limited to column arranging, and column
ascending/descending capabiliti€dee page 36 for a full description of column management
features.

This section displays the notes.

File Action Menu

lLEf F@FLAELIo0fS aCAfES | OGA2y aSydz 2LiA2ya @GASslof S
can be found starting opage 46
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Pending

The All Documents Pending folder is a slightly different view than the My Documents Inbox,
although at first ¢ance they would appear to contain the same content. This Pending folder gives
the Transcription Teara view of how the Facility users see files that have not yet been delivered. In
other words, it contains dictations waiting to be transcribed and trapsions in the QA workflow,

but no onscreen indication is given if a file is in a Pending status or a QA status.

psimpson | 5.8.326 | report bug
Settings Reports Logout

Paula Simpson

Pending Folder Folders

7: & B 8 ¥ Qsearch € Change TAT § Change Dictator [ @ Case Info j Delete € (5 yr 2yr All
All Facilities Dictator A Dictated Date File Name
= 34506033 Amold Jimmy 06/25/1910:55  06/25/1210:55 jarnold-06252... 0:00:04 2he STA
’ filter... ‘ = 35068756  Amold Jimmy 11/26/191235 | 11/26/191233 jarnold-11262..  0:0004 2he ST
B} Workflow Manager = 35068755 Armold Jimmy 11/26/1912:35  11/26/19 1233 jarnold-11262 0:0004 2hr ST-J
& My Documents = = e =z 7 T .
‘  All Documents = 35068752 Amold, Jimmy 11/26/1912:34 | 11/26/19 1232 jarnold-11262...  0:0003 2he STAR
R = 35066751 | Amold limmy 11/26/191234 | 11/26/191232  jarnold-11262.. | 0:0003 Zhe STAR
?, = 35068749 Amold Jimmy 11/26/191234 | 11/26/191232 jamold-11262.. 0:0003 2he STAT.
I = 35068748 Amold Simmy 11/26/191234  11/26/191232 jernold-11262... 0:00:08 2he STAT
Rejected = 35068747 Amold Jimmy 11726/191234 | 11/26/191232  jarnold-11262.. | 0:0003 2he STAT
Final :
= 35068242 Amold, Jimmy 11/26/19 10:42 11/26/19 10:40  jarnold-11262 0:00:14 2hr STAR
& ™. Abbott
@ s Abraham = 35034764 Amold fimmy 11/15/1912:40 | 11/15/191240 jornold-11152...  0:00:18 2hr STAT
W8 S Ackerman = 35034757  Amold fimmy 11/15/191238 | 11/15/121238 jarnold-11152.  0:00:00 2he STAR
W N Adair 5
h A. Ahmed = 35025998  Amold Jimmy 11/13/1913:25  11/13/191325 jamold-11132.. 0:00:08 2he STAR
W& N Ahmedii = 35003347 | Amold, Jimmy O7/10/191349 | 07/10/191349  jomnold-07102..  0:00:12 The STAT
& c Aiken :
& A Albers = 34085120 Arnold Jimmy 06/21/19 1356 | 06/21/
i Simple View = 34877483 Amold Jimmy  06721/19 1356 06/21/19.

Folder Management Functions
All available Folder Management Functions viewable in the All Documents Inbox and their
descriptions canéfound starting on pag&9.

Columns

All available columns viewable in the All Documents Pending and their descriptions can be found
starting on page6.

Column Management
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See paga6for a full description of column management features.
File Display

This section displays the dictations. All visible dictations in this folder are of the Pending status. For
a detailed description of available file statuses and their meaningpage46.

File Action Menu

lLEf F@FLAElLo0fS aCAtES ! OlGA2y aSydz 2LJiA2ya GASslof S
descriptions can be found starting page 46
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F2f RSNJ O2y I Ay Fransdd@ion T éain Hoaudndidks lcain he2 v &

opened, edited, faxed and printed. Ttranscriptionscan be Finalized or eSigned (by the dictating

LINE A RSN YR Y2@SR

Paula Simpson

Inbox Folder

g2

iKS

GCAYIf £

F2f RSNJ F2NJ

psimpson | 5.8.326 | report bug

Folders Settings Reports Logout

Dl 8 T Qserch

All Facilities

filter...

B Workflow Manager
B My Documents
L All Documents
Notes
Pending

Rejected
Final

& M Abbott
g s Abraham
S

L1 (| (S 111

Folder Management Functions

Open & Print | J Finalize (S Reject § Change Dictator & Fax [ @ Case Info i Delete @) (&

Tyr 2yr All

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

Functions unique to the All Documents Inbox are:

Fax

Transcriptions can be faxed directly from the Portal, via either an automatic settimguaually. For

instructions on automatic faxing, please see p@ge

To manually fax transcription(s) from the portal:

/ £t A01 GKS acCl E¢

This window is divided into two sections:

- Searchfor Fax Recipient
- Add New Fax Recipient

A02y Ay

iKS

G222t 01 NJ G2 2LSy

PageB2of 272 w WebChartMD User ManualTranscription Company Administrator Version

l.j

02

NI

KS



Send Fax

®

Search to locate fax recipient(s)

|nameorfaxnumb8| | Search

include cover sheet

Add new fax recipient(s)

@ | Name H Fax

o

save to address book

Close

@ Search on Fax Recipient

WebChartMD

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

already in the address book:

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

Send Fax

Send Fax

Search to locate fax recipient(s)

(it =

Select fax recipient(s)

Office Name Contact Name Location Fax

Freeman Intemnal Medicine Gerald Smith, MD {757) 551-2122

Freeman Internal Medicine Manfred E. Smith, MD {201) 555-1212

Smithers Associztes (888) 555-1212

Smithers Associates Frank Smithers, MD 1-423-432-9221

Search to locate fax recipient(s)

Select fax recipient(s)
Office Name Contact Name

Freeman Internal Medicine

Freeman Internal Medicine  Manfred E. Smith, MD

Dr. Albert Jones

Dr. Albert Jones Dr. Albert Johnson

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

(201) 555-1212

include cover sheet

Add new fax recipient(s)

Name H Fax
save to address book

Close

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

Close

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

| Add
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Send Fax
Search to locate fax recipient(s)

[ |

[ 201

WebChartMD

ecipient(s)

Select fax
Office Name

Freeman Internal Medicine ‘ Manfred E. Smith, MD |

Contact Name

Location

Fax

| (201) 555-1212 |

include cover sheet
Add new fax recipient(s)
Name || Fax

save to address book

®

1. Add the name of the recipient and their fax num

recipients not already in the address book:

Send Fax

Search to locate fax recipient(s)

|nameorfaxnumber ‘ Search

include cover sheet

m

The second option is to add new fax recipients not currently in the address book. To add new

ber in the fields as indicated (see image below).

T _'JI T

L L

[ John Kramer [ 124-509-9227

L

Y=t

Close

2. CRO1 GKS da! RR¢
recipient the recipient(s) list.

odzit 2y

Notes on adding fax recipients:

z A

NR& 3K i iKS yIYS$

.
(s}

a2 27T

1. Multiple recipients can be added to the same outgoing fax.
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Send Fax

Search to locate fax recipient(s)

‘nameorfaxnumber ‘ Search

Select fax recipient(s)

Office Name Contact Name Location Fax

John Kramer (124) 509-9227

include cover sheet

Add new fax recipient(s)

| John Kramer || 124-509-9227 |

save to address book

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

Send Fax

Search to locate fax recipient(s)

o [

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

include cover sheet

Add new fax recipient(s)

John Kramer |[ 124-509-9227 |

save to address book

3. / KSO1Ay3 G(GKS daal @S (2 | RRNBaa 06221¢ OKSO|1062E &
Book for future use.

4. | KSO1Ay3 (KS & ichetkbotzRilBadditse @dvadhaeKtStBelfax as a first page.
More information about the cover sheet can be found on page. 1

5. ¢KS a/ft2aS¢ odzit2y Of2aSa GKS o6AyR2¢ gAGK2dzi &
sends the fax to the selectedcipients.
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Columns

All available columns viewable in the All Documents Inbox and their descriptions can be found
starting on page6.

Columns unique to the All Documents Inbox are:

Interfaced This column displays if a transcription has been iata€l or not. See pad for a full
description of interface setups.

Column Management

Seepage 46or a full description of column management features.

File Display

The first column of each row contains a small icon of three black lines. @aliedsthe File Action
Menu. Clicking the icon opens the File Action Menu. Actions that can be taken on a transcription
appear in the menu. If multiple rows are selected, intentionally or by mistake, the action will apply
to all selected rows, even ifit menu is opened on any one of the rows.
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