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Welcome to WebChartMD! 
 

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

workflow platforms in healthcare today, we say thank you! 

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

us at support@webchartmd.com.    

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

taken throughout this manual. 

 

Sincerely,  

 

The team at WebChartMD 

  

mailto:support@webchartmd.com
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Glossary of Terms 
 

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

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

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

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

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

their locally installed copy of Microsoft Word.   

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

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

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

ǇƻǊǘŀƭύΣ άǊŜŎƻǊŘέΣ άŘƛŎǘŀǘƛƻƴέ ŀƴŘ άǘǊŀƴǎŎǊƛǇǘƛƻƴέΦ   

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

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

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

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

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

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

DocHandler 
 
Once the installation is complete,  a small yellow lotus icon of WebChartMD appears in the 
bottom right-ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ǳǎŜǊΩǎ ǎŎǊŜŜƴ ƛƴŘƛŎŀǘƛƴƎ ǘƘŀǘ ǘƘŜ 5ƻŎIŀƴŘƭŜǊ Ƙŀǎ ƛƴǎǘŀƭƭŜŘ 
successfully.   
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Right mouse-clicking the logo causes the following menu items to appear:   
 
Version number: The current version of the DocHandler. The DocHandler updates automatically 
when new versions are available. 
 
Open portal: Clicking this option launches the WebChartMD Login page. WebChartMD is 
compatible with Internet Explorer (version 10 and 11), Google Chrome, Mozilla Firefox, 
Safari and Opera. 
 
Reset download options: This option works in conjunction with the Download option of the 
dictations (on page 55) resetting both the file naming convention and preferred download 
location as set by the user.  
 
Use legacy opening: This option is used by WebChartMD support staff to troubleshoot the 
DocHandler. 
 
Save every change separately: Checking this option enables the user to manually save edits 
ǘƻ ŀ ŘƻŎǳƳŜƴǘ ƻƴ ŘŜƳŀƴŘ ōȅ ǳǎƛƴƎ ǘƘŜ ŎƻƴǘǊƻƭҌ{ ǎƘƻǊǘŎǳǘ ƻǊ ǇǊŜǎǎƛƴƎ ǘƘŜ άǎŀǾŜέ ƛŎƻƴ ŀƭƻƴƎ 
the top edge of Microsoft Word.  
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Enable debug logging: This option is used by WebChartMD support staff to troubleshoot the 
DocHandler. 
 

 

Initial View When Logging In 
 
 
 
 
 
 
 
 
 
 
 
 

Name 

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

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

 
Username 

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

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

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

 
Log out Button 

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

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

 

 

 

 

 

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

 

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

 

¶ The Reports view displays the Reporting suite. More details can be found on page 221.  
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Folders View  
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Folder View Overview 
 
¢ƘŜ CƻƭŘŜǊǎ ǾƛŜǿ ƭƻŀŘǎ ōȅ ŘŜŦŀǳƭǘ ǿƘŜƴ ǳǎŜǊǎ ŦƛǊǎǘ ƭƻƎ ƛƴΦ  Lǘ ƛǎ ŀƭǎƻ ŀŎŎŜǎǎŜŘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άCƻƭŘŜǊǎέ 
link in the top right-hand corner of the screen.  The Folders view can be broadly grouped into three 
visual areas:  
 
 

 
 

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

 
 

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

1 

1 

2 3 

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

 
Special notes on the use of this feature:  

 

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

¶ All transcriptions regardless of the date are always available for access on the system by 
using the Search feature.   
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Several other folder management functions appear on the Workflow Management Toolbar, 
depending on which folder the user is in. Details of these functions are provided in the individual 
folder details on page 28. 
 
 

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

All Facilities Dropdown 
 
The first entǊȅ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘƛǎ ƭƛǎǘ ƛǎ ά!ƭƭ CŀŎƛƭƛǘƛŜǎέ όǎŜŜ ōŜƭƻǿύΦ /ƘƻƻǎƛƴƎ !ƭƭ CŀŎƛƭƛǘƛŜǎ ǿƛƭƭ ƭƛǎǘ ŀƭƭ 
Dictators serviced by the Transcription Team in the folder pane. Selecting on individual Facility 
displays only those Dictators at the selected Facility. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Folder Pane also lists all folders available to the user in the workflow, such as the Workflow 
Manager, My Documents, All Documents, and the folders for each Dictator serviced by the 
Transcription Team.  Details related to each folder view are described in upcoming sections of the 
manual.   
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Folders 
 
There are four main folder sections that are part of the Folder Pane. They are: 
 
Workflow ManagerΥ ¢ƘŜ ά²ƻǊƪŦƭƻǿ aŀƴŀƎŜǊέ ƛǎ ŀ ǇƻǿŜǊŦǳƭ ǘƻƻƭ ǘƘŀǘ ǇǊƻǾƛŘŜǎ ǉǳƛŎƪ ŀƴŘ Ŝŀǎȅ ŀŎŎŜǎǎ ǘƻ 
all dictations and transcriptions available in the system. More information on the Workflow Manager 
can be found on page 27. 
 
My Documents: ¢ƘŜ άaȅ 5ƻŎǳƳŜƴǘǎέ ǎƘƻǿǎ ǘƘŜ ŘƛŎǘŀǘƛƻƴǎ ŀƴŘ ǘǊŀƴǎŎǊƛǇǘƛƻƴǎ ǘƻ ǘƘŜ ¢ǊŀƴǎŎǊƛǇǘƛƻƴ ¢ŜŀƳ 
ŀŘƳƛƴ ŦǊƻƳ ǘƘŜ ¢ǊŀƴǎŎǊƛǇǘƛƻƴ ¢ŜŀƳǎΩ Ǉƻƛƴǘ ƻŦ ǾƛŜǿΦ More information on My Documents can be found 
on page 57. 
 
All DocumentsΥ ¢ƘŜ ά!ƭƭ 5ƻŎǳƳŜƴǘǎέ ǎƘƻǿǎ ǘƘŜ ŘƛŎǘŀǘƛƻƴǎ ŀƴŘ ǘǊŀƴǎŎǊƛǇǘƛƻƴǎ ǘƻ ǘƘŜ ¢ǊŀƴǎŎǊƛǇǘƛƻƴ ¢ŜŀƳ 
ŀŘƳƛƴ ŦǊƻƳ ǘƘŜ CŀŎƛƭƛǘȅΩ Ǉƻƛƴǘ ƻŦ ǾƛŜǿΦ aƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ !ƭƭ 5ƻŎǳƳŜƴǘǎ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴ ǇŀƎŜ 76. 
 
Dictator FoldersΥ .Ŝƭƻǿ ǘƘŜ ά!ƭƭ 5ƻŎǳƳŜƴǘǎέ ŀƴŘ ƛǘǎ ŦƻƭŘŜǊǎ ŀǊŜ ǘƘŜ 5ƛŎǘŀǘƻǊ CƻƭŘŜǊǎΦ ¢ƘŜǎŜ ŀǊŜ ƭŀƛŘ ƻǳǘ 
alphabetically by the last name of the provider. More information on Dictator Folders can be found on 
page 91. 
 
 

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

 
 

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

 
The Folder Pane can present folders in two different views.  At the bottom of the Folders Pane a 
ǘƻƎƎƭŜ ōǳǘǘƻƴ ŎƘŀƴƎŜǎ ǘƘŜ ǿƘƛŎƘ ǎǿƛǘŎƘŜǎ ǘƘŜ ǾƛŜǿ ōŜǘǿŜŜƴ ά/ƭŀǎǎƛŎ ±ƛŜǿέ ŀƴŘ ά{ƛƳǇƭŜ ±ƛŜǿΦ 
 
¢ƘŜ ά{ƛƳǇƭŜ ±ƛŜǿέ ƘƛŘŜǎ ŀƭƭ ŘƛŎǘŀǘƻǊ ƴŀƳŜǎ ŀƴŘ ǇǊŜǎŜƴǘǎ ŀ ǎƛƳǇƭŜǊ ǾƛŜǿ ƻŦ ǘƘŜ ŦƻƭŘŜǊǎ ǿƘƛƭŜ 
ŎƻƭƭŀǇǎƛƴƎ ŀƭƭ ŘƛŎǘŀǘƻǊǎ ƛƴǘƻ ŀ ŘǊƻǇŘƻǿƴ ŎŀƭƭŜŘ ά!ƭƭ 5ƛŎǘŀǘƻǊǎέ ŀōƻǾŜ ǘƘŜ ŦƻƭŘŜǊǎΦ  
 
¢ƘŜ ά/ƭŀǎǎƛŎ ±ƛŜǿέ ŘƛǎǇƭŀȅǎ ŀ ƭƛǎǘ ƻŦ ŀƭƭ ŘƛŎǘŀǘƻǊ ƴŀƳŜǎ ōŜƭƻǿ ǘƘŜ !ƭƭ 5ƻŎǳƳŜƴts folder by default.  
Also, the Classic View presents a filter box at the top of the folders, allowing the user to quickly 
search for a specific Dictator by typing their name in it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

/ǳǊǊŜƴǘƭȅ ƛƴ {ƛƳǇƭŜ ±ƛŜǿΦ  /ƭƛŎƪ ǘƘŜ ά/ƭŀǎǎƛŎ 
±ƛŜǿέ ōǳǘǘƻƴ ǘƻ ƳƻǾŜ ǘƻ /ƭŀǎǎƛŎ ±ƛŜǿΦ 
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File Display   
 
To the right of the Folder Pane is the space for File Display.  This display contains a series of rows, 
each of which represents a dictation, or audio file (if in the Pending folder) or a document if in any 
other folder.  The exception to this rule is the File Display within the Workflow Manager (see page 
46), which displays both dictations and transcriptions.  The folders visible and their content depend 
on the User role and their permissions. 
 

Row and Page Setting 
 
In the bottom right-hand corner of the file display is the row and page setting.  The number of rows 
that are displayed, each row containing a file, can be adjusted in the page numbering block at the 
bottom right. The default setting of 100 rows per page can be customized by clicking the box 
ŎƻƴǘŀƛƴƛƴƎ άмллέ ŀƴŘ ŎƘŀƴƎƛƴƎ ǘƘŜ ǎŜǘǘƛƴƎ ǳǎƛƴƎ ǘƘŜ ǳǇ ŀƴŘ Řƻǿƴ ŀǊǊƻǿǎ ǿƛǘƘƛƴ ǘƘŜ ǎŜǘǘƛƴƎ ōƻȄΦ   
 
 
 
 
 
 
 
 
 
The current page is changed by clicking the right-ŦŀŎƛƴƎ άƴŜȄǘέ ƻǊ ƭŜŦǘ-ŦŀŎƛƴƎ άǇǊŜǾέ ŀǊǊƻǿǎΦ  
 
 
 
 
 
 
 
 
 
¢ƘŜ ŘƻǿƴǿŀǊŘ ŦŀŎƛƴƎ ŀǊǊƻǿ ǘƻ ǘƘŜ ƭŜŦǘ ƻŦ ά[ƛƳƛǘέ ƳƛƴƛƳƛȊŜǎ ǘƘŜ Ǌƻǿ ŀƴŘ ǇŀƎŜ ǎŜǘǘƛƴƎ ōƻȄ ǘƻ ŀ 
smaller view (see below). Clicking the up-facing arrow while in minimized view restores the default 
size.  
 
 
 
 
 
 
Note: The functions available in the Folder Management Tools and contents of the File Display 
section depend on the Folder in use.  
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Workflow Manager 
 
The first folder displayed in the top-left corner of the folder pane is the Workflow Manager (see 
below). The Workflow Manager is a powerful tool that provides quick and easy access to all 
dictations and transcriptions available in the system.  The Workflow Manager utilizes a host of 
functions to provide the user with the ability to view all dictations in the workflow and to dig into 
their details simultaneously. This is achieved by combining several functions such as Filter, Show 
Totals, Export, Move and Submit, each of which is explained in upcoming pages. 
 

 
 
The Workflow Manager consists of three important areas: 

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

folder.  
 

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

 
 
File Display: The central section of the Portal displays the files for dictations and 
transcriptions. 
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Folder Management Functions 
 
 

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

 
Route 
 

 

 
The Route function allows the Transcription Team admins to manually route a dictation to a specific 
user.  
More details on Routing can be found on page 99.  
More details on Pools and Transcriptionist queue can be found on page 214.  
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Change Dictator 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
The ά/ƘŀƴƎŜ 5ƛŎǘŀǘƻǊέ ŦǳƴŎǘƛƻƴ ƛǎ ǳǎŜŘ ǿƘŜƴ CƛƭŜǎ ƴŜŜŘ ǘƻ ōŜ ƳƻǾŜŘ ŦǊƻƳ ƻƴŜ 5ƛŎǘŀǘƻǊΩǎ ŦƻƭŘŜǊǎ ǘƻ 
ŀƴƻǘƘŜǊ 5ƛŎǘŀǘƻǊΦ  ¢ƘŜ ǳǎŜǊ ǎŜƭŜŎǘǎ ŀ ŘƛŎǘŀǘƛƻƴ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪǎ ǘƘŜ ά/ƘŀƴƎŜ 5ƛŎǘŀǘƻǊέ ōǳǘǘƻƴ ƛƴ ǘƘŜ 
toolbar and selects the recipient Dictator from the Dictator dropdown.  
 
Using ǘƘŜ ά/ƘŀƴƎŜ 5ƛŎǘŀǘƻǊέ ŦŜŀǘǳǊŜ ŎƘŀƴƎŜǎ ǘƘŜ 5ƛŎǘŀǘƻǊ ƛŘŜƴǘƛŦƛŎŀǘƛƻƴ ŀǘǘŀŎƘŜŘ ǘƻ ŀ ŘƛŎǘŀǘƛƻƴ ƻǊ 
transcription. When the Dictator is changed, the filename is updated to reflect the new Dictator. The 
ά5ƛŎǘŀǘƻǊέ ŎƻƭǳƳƴ όŀƴŘ άCŀŎƛƭƛǘȅέ ŎƻƭǳƳƴ ƛŦ ŀǇǇƭƛŎŀōƭŜύ ƛǎκŀǊŜ ŀƭǎƻ ǳǇŘŀǘŜŘΦ ¢ƘŜ ά/ƘŀƴƎŜ 5ƛŎǘŀǘƻǊέ 
feature allows Transcription Team staff to change Dictators within the same Facility and from one 
Facility to another.  
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Submit 
 

 
The Submit function is available within the Workflow Manager, QA folder and the Rejected folder 
for the Transcription Team staff.  Submit is used to move a transcription to the next step in the 
workflow, which in almost all cases will be to submit a completed transcription from the QA 
ǿƻǊƪŦƭƻǿ ŀƴŘ ƛƴǘƻ ǘƘŜ 5ƛŎǘŀǘƻǊΩǎ LƴōƻȄΦ  Lƴ ǿƻǊƪŦƭƻǿǎ ǿƛǘƘ ƳǳƭǘƛǇƭŜ ǘƛŜǊǎ ƻŦ v!Σ ǇǊŜǎǎƛƴƎ {ǳōƳƛǘ ǿƛƭƭ 
move the transcription from the Tier 1 QA Editor to the Tier 2 QA Editor.   
 

 
Case Info 
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The Case Info function allows the user to add or change demographics associated with a dictation 
(via the Pending folder) or transcription (via all other folders).  After selecting the desired row on 
screen and clicking the Case Info button, a panel will appear displaying fields that can be edited.   
 
!ŦǘŜǊ ŜŘƛǘǎΣ ǘƘŜ ǳǎŜǊ Ƙŀǎ ǘǿƻ ƻǇǘƛƻƴǎ ŦƻǊ ŀŎŎŜǇǘƛƴƎ ŎƘŀƴƎŜǎΥ ά¦ǇŘŀǘŜ /ŀǎŜέ ǿƛƭƭ ƻƴƭȅ ǳǇŘŀǘŜ ǘƘŜ 
demographics within the portal view and the data base, but not update the document itself.  
ά¦ǇŘŀǘŜ /ŀǎŜ ŀƴŘ 5ƻŎǳƳŜƴǘέ ǿƛƭƭ ǳǇŘŀǘŜ ǘƘŜ ŘŜƳographics within the portal, the data base, and 
the document itself.  Clicking Close will discard the changes and close the Case Info panel. 
 
Fields requiring explanation:  
 

¶ ¢ƘŜ ά{ŜŀǊŎƘ tŀǘƛŜƴǘέ ŦƛŜƭŘ ŜƴŀōƭŜǎ ǎŜŀǊŎƘ ƻƴ ǇǊŜǾƛƻǳǎƭȅ ǘǊŀƴǎŎǊƛōŜŘ ǇŀǘƛŜƴǘǎΦ  9ƴǘering in a 
first name, last name, Patient ID, or a partial of any of those three options will cause a list to 
appear of all entries in the data base matching the search criteria.  

 

¶ ¢ƘŜ άL5έ ŦƛŜƭŘ ǊŜǇǊŜǎŜƴǘǎ ǘƘŜ awb όaŜŘƛŎŀƭ wŜŎƻǊŘ bǳƳōŜǊύ ƻŦ ǘƘŜ patient. 
 

¶ ¢ƘŜ άwŜǇƻǊǘ ¢ȅǇŜέ ŦƛŜƭŘ ƎƛǾŜǎ ŀ ƭƛǎǘ ƻŦ ŀƭƭ wŜǇƻǊǘ ¢ȅǇŜǎ όǎƻƳŜǘƛƳŜǎ ŎŀƭƭŜŘ ²ƻǊƪ ¢ȅǇŜǎ ƻǊ 
Templates) associated with the Dictator / author.  

 

¶ ¢ƘŜ άbƻǘŜέ ŦƛŜƭŘ ƛǎ ŀ ŦǊŜŜ ǘŜȄǘ ŦƛŜƭŘΦ  ¢Ƙƛǎ ŦƛŜƭŘ ƛǎ ǳǎŜŘ ōȅ ǘƘŜ ¢ǊŀƴǎŎǊƛǇǘƛƻƴ ¢ŜŀƳ ǘƻ ǎŜƴŘ 
messages regarding the transcription back to the Facility.  

 
 
Open 
 

 
άhǇŜƴέ ƛǎ ŀ ǇŜǊƳƛǎǎƛƻƴ-based function which enables users to open transcriptions using the 
Microsoft Word software installed on the local computer.  Microsoft Word is accessed by 
²Ŝō/ƘŀǊǘa5Ωǎ 5ƻcHandler (see page 14 for more information on the DocHandler).  If the 
DocHandler is not installed (or if the user does not have edit permission), transcriptions will open in 
a non-editable PDF format. 
 
Documents can be opened individually or in batches.  
 
Opening a document individually: To open a document, highlight a row and either double-click the 
ǊƻǿΣ ƻǊ ǇǊŜǎǎ ǘƘŜ άhǇŜƴέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻƻƭōŀǊΦ ¢Ƙƛǎ ǇǊƻŎŜǎǎ ƛǎ ŎƻƳǇŀǘƛōƭŜ ǿƛǘƘ LƴǘŜǊƴŜǘ 9ȄǇƭƻǊŜǊΣ 
Microsoft Edge, Google Chrome and Mozilla Firefox. 
 
Opening multiple transcriptions simultaneously: This feature is available only in Internet Explorer 
10 and 11 and uses Active X settings. (see installation instructions for Active X settings needed).  To 
open multiple transcriptions simultaneously, use the Shift key to select a batch of transcriptions, or 
the Control key to highlight and open non-adjacent selected transcriptions (see images below): 
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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 
όōŜƭƻǿύΦ  /ƭƛŎƪ ǘƘŜ άOpenέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻƻƭōŀǊΦ   
 

 
 
Play 
 

 
This function loads the audio file of the dictation into the default player of the computer.  
More information about Express Scribe software can be found on page 264. 
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Move 
 

 

¢ƘŜ άaƻǾŜέ ŦǳƴŎǘƛƻƴ ƛǎ ƻƴƭȅ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ ²ƻǊƪŦƭƻǿ aŀƴŀƎŜǊΦ ¢Ƙƛǎ ŦǳƴŎǘƛƻƴ ŀƭƭƻǿǎ ǘƘŜ ǳǎŜǊ ǘƻ 
ƳƻǾŜ ŀ ŘƛŎǘŀǘƛƻƴ ƻǊ ǘǊŀƴǎŎǊƛǇǘƛƻƴ ƛƴǘƻ ŀ ŘƛŦŦŜǊŜƴǘ ǎǘŀƎŜ ƻŦ ǘƘŜ ǿƻǊƪŦƭƻǿΦ  άaƻǾŜέ ƻǇǘƛƻƴǎ ŀǾŀƛƭŀōƭŜ 
are:  

¶ ¢ƘŜ ά¢ǊŀƴǎŎǊƛōŜǊέ ƻǇǘƛƻƴ ƳƻǾŜǎ ǘƘŜ ŦƛƭŜ ōŀŎƪ ǘƻ ǘƘŜ ǇŜnding folder and routes it to the 
original transcriber. 

¶ ¢ƘŜ ά5ŜƭŜǘŜŘέ ƻǇǘƛƻƴ ǊŜƳƻǾŜǎ ǘƘŜ ŦƛƭŜ ŦǊƻƳ ǘƘŜ tƻǊǘŀƭΩ ǾƛŜǿΦ  

¶ ¢ƘŜ άwŜƧŜŎǘŜŘέ ƻǇǘƛƻƴ ƳƻǾŜǎ ǘƘŜ ŦƛƭŜ ǘƻ ǘƘŜ ǊŜƧŜŎǘŜŘ ŦƻƭŘŜǊ ƻŦ ǘƘŜ 5ƛŎǘŀǘƻǊΦ 

¶ ¢ƘŜ άv!έ ƻǇǘƛƻƴ ƳƻǾŜǎ ǘƘŜ ŦƛƭŜ ǘƻ ǘƘŜ v! ŦƻƭŘŜǊ ƻŦ ǘƘŜ ¢ǊŀƴǎŎription Team. 

¶ ¢ƘŜ άLƴōƻȄέ ƻǇǘƛƻƴ ƳƻǾŜǎ ǘƘŜ ŦƛƭŜ ǘƻ ǘƘŜ 5ƛŎǘŀǘƻǊΩ LƴōƻȄ ŦƻƭŘŜǊΦ 

¶ ¢ƘŜ άCƛƴŀƭέ ƻǇǘƛƻƴ ƳƻǾŜǎ ǘƘŜ ŦƛƭŜ ǘƻ ǘƘŜ 5ƛŎǘŀǘƻǊΩ Cƛƴŀƭ ŦƻƭŘŜǊΦ 
 
See page 19 for detailed descriptions of folders. 
 
bƻǘŜΥ {ƛƴŎŜ ǳǎŜ ƻŦ ǘƘŜ άaƻǾŜέ ŦŜŀǘǳǊŜ ǊŜǇǊŜǎŜƴǘǎ ŀ ŎƘŀƴƎŜ ƛƴ the normal workflow, the feature 
ƛƴŎƭǳŘŜǎ ŀ άwŜŀǎƻƴέ ǘŜȄǘ ōƻȄΣ ǿƘƛŎƘ ƛǎ ŎŀǇǘǳǊŜŘ ƛƴ ǘƘŜ ŀǳŘƛǘ ǘǊŀƛƭΦ  
 

 
Export 
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¢ƘŜ ά9ȄǇƻǊǘέ ŦŜŀǘǳǊŜ ƛǎ ŀǾŀƛƭŀōƭŜ ƻƴƭȅ ǿƛǘƘƛƴ ǘƘŜ ²ƻǊƪŦƭƻǿ aŀƴŀƎŜǊΦ ¢Ƙƛǎ ŦŜŀǘǳǊŜ ŘƻǿƴƭƻŀŘǎ ǘƘŜ 
content of the page into a csv file.  
 
 

 
Delete 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
¢Ƙƛǎ ŦǳƴŎǘƛƻƴ ŀƭƭƻǿǎ ǘƘŜ ǳǎŜǊ ǘƻ ŘŜƭŜǘŜ ŀ ŘƛŎǘŀǘƛƻƴ ƻǊ ǘǊŀƴǎŎǊƛǇǘƛƻƴΦ ά5ŜƭŜǘŜέ ƛǎ ŀ ǇŜǊƳƛǎǎion-based 
feature (see Settings section, page 142).     
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To delete, select the dictation(s) or transcription(s), and click the Delete button in the toolbar. A popup 
menu appears asking the user to confirm their deletion request along with a reason, which serves to 
help prevent accidental deletions.  
 
 

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

 
Here are the column descriptions in details: 
 
 
Bill (Lines): This displays the number of lines that the Transcription Team charges the 
dictator/Facility for this transcription. See page 190 for a full description of Bill Lines. 
 
Billing Code: This is a free text field that can be used by the Facility to add any notes or codes related 
to how the transcription will be coded and billed.  
 
Column Selector: this is always the very first column and is used to show or hide the columns. More 
details on this are available in the next section called Column Management.  
 
Comments: The comments is a free text field in the transcription tool that the Transcriptionist can 
use to write notes about a transcription. 
 
Date Modified: The date and time when the transcription was last edited. 
 
Dictated Date: This is the date and time of dictation.  On phone dictations, the date and time is 
when the Dictator is authenticated via their user ID. On the dictations done using handheld 
recorders, ǘƘŜ ŘƛŎǘŀǘƛƻƴ ŘŀǘŜ ŀƴŘ ǘƛƳŜ ƛǎ ŎŀǇǘǳǊŜŘ ŦǊƻƳ ǘƘŜ ŘƛƎƛǘŀƭ ǊŜŎƻǊŘŜǊΩǎ ǎŜǘǘƛƴƎǎΦ  If the date 
and time on the recorder is incorrect, then the dictated date and time will also be incorrect in 
WebChartMD Portal.  
 
Dictator: The Dictator is the dictating user or owner of the transcription. 
 
DID: This is a unique 8-digit number assigned to every dictation in the system and is used for 
tracking and File identification purposes.   WebChartMD asks that users refer to Files in helpdesk 
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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 DOV stands for Date of Visit, the date the patient visited the Dictator. 
 
DOB: The DOB stands for Date of Birth, the birth date of the patient that the Dictator is dictating on. 
 
Encounter: This column displays the encounter type if it exists within an ADT feed from an EMR 
system.  
 
eSigned: This column displays if the transcription has been electronically signed by the Dictator. 
 
eSigned Date: This column displays the date and time of the electronic signature by the Dictator. 
 
Faxed: This column displays the time and date of faxing the transcription. 
 
Facility Name: This column displays the name of the DictatorΩǎ Facility 
 
File NameΥ ¢ƘŜ άCƛƭŜƴŀƳŜέ ŎƻƭǳƳƴ ŘƛǎǇƭŀȅǎ ŀ ǳƴƛǉǳŜ ƛŘŜƴǘƛŦƛŜǊ ǳǎŜŘ ōȅ ²Ŝō/ƘŀǊǘa5 ǘƻ ƛŘŜƴǘƛŦȅ ǘƘŜ 
dictation or transcription.  It is limited to use in either the Pending folder or the Workflow Manager 
folder.  Components of the filename are:  
 
 
 
 
 

άƧŀǊƴƻƭŘέ ς ŘƛŎǘŀǘƻǊΩ ǳǎŜǊƴŀƳŜ 
άмнмунлмфέ ς date of dictation: 18th December 2019 
άмноулмέ ς time of dictation in 24hr format: 12:38pm 
άǿŀǾέ ς audio file format of .wav.  WebChartMD supports .dss, .mp3, .wav, .wma audio file 
formats.  

 
Finished: This column displays the date and time when the dictation was transcribed and uploaded. 
 
First:  ¢Ƙƛǎ ŎƻƭǳƳƴ ŘƛǎǇƭŀȅǎ ǘƘŜ ǇŀǘƛŜƴǘΩǎ ŦƛǊǎǘ ƴŀƳŜΦ  
 
ID#:  This column ŘƛǎǇƭŀȅǎ ǘƘŜ ǇŀǘƛŜƴǘΩǎ L5Σ ƻǊ medical record number.  In the absence of an ID, 
WebChartMD assigns a placeholder ID for patient tracking purposes.  
 
JobID:  For dictations made via the phone system, this column displays the Job ID given to the 
Dictator.  
 
Last Modified: This column displays the name of the user who had made the most recent edits to 
the document of the transcription. 
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Last:  This column displays the last name of the patient. 
 
Length:  This column displays the length of the audio file. 
 
Location: For facilities using multiple locations. 
 
Locked: This column displays a small lock icon if the document is already opened by another user.  
See more information on the Lock feature in the Document Management section.  
 
NoteΥ ¢Ƙƛǎ ŎƻƭǳƳƴ ŘƛǎǇƭŀȅǎ ǘƘŜ ά/ƭƛƴƛŎ bƻǘŜέ ǿǊƛǘǘŜƴ ōȅ ǘƘŜ ¢ǊŀƴǎŎǊƛǇǘƛƻƴƛǎǘ ǿƘƛƭŜ ƛƴƛǘƛŀƭƭȅ 
transcribing the dictation from the transcription tool. 
 
On Time: This column displays if the transcription was delivered to the 5ƛŎǘŀǘƻǊΩ LƴōƻȄ ƻƴ ǘƛƳŜ ƻǊ 
not. This only displays for delivered files, and the field remains blank for dictations or transcriptions 
still in the QA folder. 

¶ LŦ ǘƘŜ ŦƛƭŜ ǿŀǎ ƴƻǘ ƭŀǘŜΣ ƛǘ ŘƛǎǇƭŀȅǎ άhƴ ¢ƛƳŜ ς Ȅ Řŀȅǎέ ƛƴ ōƭŀŎƪΣ ΦȄ ƛǎ ǘƘŜ ƴǳƳōŜǊ ƻŦ Řŀȅǎ ƭŜŦǘΦ 

¶ LŦ ǘƘŜ ŦƛƭŜ ǿŀǎ ƭŀǘŜΣ ƛǘ ŘƛǎǇƭŀȅǎ ά[ŀǘŜ ς Ȅ Řŀȅǎέ ƛƴ ǊŜŘΣ Ȅ ƛǎ ǘƘŜ ƴǳƳōŜǊ ƻŦ Řŀȅǎ ƛǘ ǿŀǎ ƭŀǘŜ ōȅΦ 
 
 
 
 
Opened: This column displays if the transcription has been opened at least once. 
 
Original TranscriberΥ ¢ƘŜ ¢ǊŀƴǎŎǊƛǇǘƛƻƴƛǎǘΩ ƴŀƳŜ ǘƘŀǘ transcribed the initial document. 
 
Pay (Lines): This displays the number of lines that the Transcriptionist typed while initially 
transcribing the document. See page 164 for a full description of Pay Lines. 
 
Pool: This column displays the name of the pool to which the dictation is assigned.  Once the file is 
routed to a transcriptionist within the pool, the pool name is removed from the column and 
ǊŜǇƭŀŎŜŘ ǿƛǘƘ ǘƘŜ ǘǊŀƴǎŎǊƛǇǘƛƻƴƛǎǘ ƻǊ ŜŘƛǘƻǊΩǎ ƴŀƳŜ ƛƴ ǘƘŜ άwƻǳǘŜŘ ¢ƻέ ŎƻƭǳƳƴΦ  LŦ ǘƘŜ ŘƛŎǘŀǘƛƻƴ ƛǎ 
returned to the pool, the pool name once again appears in the Pool column.  
 
Printed: This column displays if the transcription has been printed at least once. 
 
Report Details:  This column displays the report type but can be edited from the case info window. 
 
Report Type: This column displays the name assigned to the template in the Template Manager. See 
page 191 for a full description of the Template Manager.  
 
Routed To: This column displays the name of the transcriptionist or editor currently assigned a 
dictation or transcription. See page 99 for a full description of Routing. 
 
Status: This column displays the status of the file. See page 96 in the Document Management 
section for a full description of all Statuses. 
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TAT Remaining:  This column displays the time remaining until the file becomes late.  The TAT (turn- 
around time) calculation starts with the Upload Date and Time, and the priority set by the 
Dictator/Transcription Team on that dictation.  
 
TAT: this column displays the turn-around time assigned to a dictation.  See page 167  for a full 
description of dictation Priority & TAT setup. 
 
Upload Date and Time: this column displays the date and time when dictations upload into the 
database.  
 

Column Management 

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

Rearranging 

 
Columns can be dragged and dropped to a new location.  To rearrange columns, hold down the left-
click button on the mouse while simultaneously dragging the column to its new location.  
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Show/Hide 

The Show/Hide menu is accessed via the three-line menu icon in the top-left corner of the File 
Display area (see 1 below). Currently visible columns are shown in orange, hidden columns in white 
(2 below).  Click the column name to show or hide the column (3 below). Click the X when done to 
close the Show/Hide menu (4 below).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

2 
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Quick Search 

 
The information displayed in the File Display section, row by row, can be quick searched by using the 
fields under the column header names. To do this, the user can click inside the box and type in 
specific information and hits enter. This sorts the information available and displays files matching 
that criteria. Multiple search criteria can be combined and used to narrow the results. To do this, the 
user simply continues to enter more search criteria under other column headers before pressing 
enter. 
 
 
Step 1: Identify which column will be used for searching. In this example, we will first search the 
dictator name and then the status of the files. 
 

4 
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Step 2: Type the search content into the column header field.   
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wŜǎǳƭǘǎΥ Lƴ ǘƘƛǎ ŜȄŀƳǇƭŜ όŀōƻǾŜύ ǘȅǇƛƴƎ ǘƘŜ ŦƛǊǎǘ ŦŜǿ ŎƘŀǊŀŎǘŜǊǎ όIŀǊύ ƻŦ ǘƘŜ 5ƛŎǘŀǘƻǊΩǎ ƴŀƳŜ ŦƛƭǘŜǊǎ ŀƭƭ 
dictations and transcriptions down to those matching dictator names matching that search criteria 
(Harris and Harding). 
 
Step 3: A further level of search refinement is to filter only on dictations that are in a Pending status.  

¢Ƙƛǎ ƛǎ ŀŎŎƻƳǇƭƛǎƘŜŘ ōȅ ŀŘŘƛƴƎ ŀƭƭ ƻǊ ǇŀǊǘ ƻŦ ǘƘŜ ǿƻǊŘ άtŜƴŘƛƴƎέ ƛƴ ǘƘŜ {ǘŀǘǳǎ ŎƻƭǳƳƴΦ 
 
Results: This further eliminates all transcriptions from QA folder and only displays dictations in the 
Pending folder for Dictators Harris and Harding. 
 
Step 4: The user further wants to look for dictations which would be in the Pending folder & for 
ŘƛŎǘŀǘƻǊǎ ŎƻƴǘŀƛƴƛƴƎ άIŀǊέ ƛƴ ǘƘŜƛǊ ƴŀƳŜǎ ϧ ƘŀǾŜ ŀ н-hour STAT priority assigned.  This is 
ŀŎŎƻƳǇƭƛǎƘŜŘ ōȅ ǘȅǇƛƴƎ άнέ ƛƴǘƻ ǘƘŜ ¢!¢ ŎƻƭǳƳƴΦ   ¢Ƙƛǎ ŎƻƳōƛƴŜǎ ƳǳƭǘƛǇƭŜ ǎŜŀǊŎƘ ŎǊƛǘŜǊƛŀ ŀƴŘ 
displays information that match all three requirements. 
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Results: This further sorts and displays only two files that belong to Dictator Harding and Harris that 
are in the Pending folder and have a 2-hour STAT priority on them. 
 
bƻǘŜΥ ¢ƘŜ ά9ƴǘŜǊέ ƪŜȅ ƛǎ ƻƴƭȅ ƴŜŜŘŜŘ ǘƻ ōŜ ǇǊŜǎǎŜŘ ǿƘŜƴ ǎŜŀǊŎƘ ŦƻǊ ŀ ǎǇŜŎƛŦic date range or for 
Status other than Pending and QA. 
 

Sorting 

 
Another feature that is available under Columns is the ability to sort the displayed information by a 
single column in an ascending (0 to 9, A to Z) or descending (9 to 0, Z to A) order. To do this, the user 
simply single clicks the name of the column header once. This adds a white triangle next to its name 
and sorts the column. The direction of the arrow further indicates if the information is sorted in 
ascending or descending order.  
 
The unsorted TAT column header: 
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The TAT column header in ascending sort: 
 

 
 



 
 
 
 
 

Page 45 of 272  ω  WebChartMD - User Manual: Transcription Company Administrator Version 
 

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

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

 
 

 
CƭŀƎǎΥ wƻǿǎ ƛƴ ǘƘŜ άCƛƭŜ 5ƛǎǇƭŀȅέ ŘƛǎǇƭŀȅ ƛƴ ǿƘƛǘŜ ōȅ ŘŜŦŀǳƭǘΦ  IƻǿŜǾŜǊΣ ²Ŝō/ƘŀǊǘa5 ŀƭƭƻǿǎ 
ǳǎŜǊǎ ǘƻ ƘƛƎƘƭƛƎƘǘ Ǌƻǿǎ ƛƴ ƻƴŜ ƻŦ ŦƻǳǊ ŎƻƭƻǊǎ ŦƻǊ ǿƻǊƪŦƭƻǿ ǊŜŀǎƻƴǎ ƻŦ ǘƘŜ ǳǎŜǊΩǎ ŘŜǎƛƎƴΦ ¢ƻ 

change the files from one color to another, select the dictation (or multiple dictations, using the 
control or shift key as needed) and click the File Action Menu icon.  Select the desired color from the 
Flags options presented in the menu.  Flag colors are displayed in the image below:  
 

1 

2 

3 

4 

5 

6 

7 
8 
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Copy DIDs to Clipboard: This feature allows the user to quickly copy the DID numbers of the 
selected dictations into the clipboard for copy-paste to another application, such as 
bƻǘŜǇŀŘΦ ¢ƻ ǳǎŜ ǘƘŜ ŦŜŀǘǳǊŜΣ ǎŜƭŜŎǘ ŀ ǎƛƴƎƭŜ ƻǊ ƳǳƭǘƛǇƭŜ Ǌƻǿǎ ŀƴŘ ŎƭƛŎƪ ά/ƻǇȅ 5L5ǎ ǘƻ 
/ƭƛǇōƻŀǊŘέΦ   ¢ǊŀƴǎŦŜr copied DID numbers using Paste (control-P).  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
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.  

 

2 
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Preview: This feature allows the user to do a quick preview of the document without 
opening it.  Documents are previewed in a PDF format.  The preview pane is closed by 
ǇǊŜǎǎƛƴƎ ǘƘŜ ά/ƭƻǎŜέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ōƻǘǘƻƳ ƭŜŦǘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ǇǊŜǾƛŜǿ ǿƛƴŘƻǿΦ 

 
 
 

 
 
 

 
Download: This feature allows the user to download the transcribed document(s) to their 
ŎƻƳǇǳǘŜǊ ŀǎ ŀ ΦŘƻŎ ŦƛƭŜΦ ¢ƻ ŘƻǿƴƭƻŀŘΣ ǘƘŜ ǳǎŜǊ ŎƭƛŎƪǎ ƻƴ ǘƘŜ ά5ƻǿƴƭƻŀŘέ ƻǇǘƛƻƴ ƻƴ ǘƘŜ wƻǿ 
Action Menu.  

 
 
Setup: 
The downloading process can be setup with these easy steps:   
 
Step 1: Select files(s) to download 

4 
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The user selects a single or ƳǳƭǘƛǇƭŜ ŦƛƭŜǎ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪǎ ƻƴ ǘƘŜ ά5ƻǿƴƭƻŀŘέ ƻǇǘƛƻƴ ƻŦ ǘƘŜ άCƛƭŜ !Ŏǘƛƻƴ 
aŜƴǳέΦ ¢Ƙƛǎ ƛƴƛǘƛŀǘŜǎ ǘƘŜ ŘƻǿƴƭƻŀŘƛƴƎ ǇǊƻŎŜǎǎΦ 
 
 

 
 
 
Step 2:  Create the desired filename format 
!ŦǘŜǊ ǇǊŜǎǎƛƴƎ ά5ƻǿƴƭƻŀŘέ ƛƴ ǘƘŜ CƛƭŜ !Ŏǘƛƻƴ aŜƴǳΣ ǘƘŜ ǳǎŜǊ ƛǎ ǇǊƻƳǇǘŜŘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ŘŜǎƛǊŜŘ 
separator to be used in the filename.  Four options are available:   
 

¶ 5ŀǎƘ όά-άύΥ   This creates the file name using the dash between words.  
Example: Andrew-Smith-Jessica-Johnson.doc 
 

¶ ¦ƴŘŜǊǎŎƻǊŜ όάψέύΥ This creates the file name using the underscore between words. 
Example: Andrew_Smith_Jessica_Johnson.doc 

 

¶ {ǇŀŎŜ όά  άύΥ  This creates the file name using the underscore between words. 
Example: Andrew  Smith  Jessica  Johnson.doc 

 

¶ tŜǊŎŜƴǘ όά҈έύΥ  This creates the file name using the underscore between words. 
Example: Andrew%Smith%Jessica%Johnson.doc 
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Step 3: Select the desired file name components. 
After selecting the desired separator, a box appears presenting the list of twelve available data 
elements that can be included in the filename.  Data elements will appear in the filename in the 
order they were selected.  Available data elements are:  
 

¶ DID: Inserts the DID number. 

¶ Practice: Inserts the Facility name 

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

¶ DOV (MM-DD-YYYY): Inserts the date of visit for the dictation with separators. 

¶ Provider ID: Inserts the 5ƛŎǘŀǘƻǊΩ ǳǎŜǊ L5Φ 

¶ tǊƻǾƛŘŜǊ CƛǊǎǘΥ LƴǎŜǊǘǎ ǘƘŜ 5ƛŎǘŀǘƻǊΩ ŦƛǊǎǘ ƴŀƳŜΦ 

¶ tǊƻǾƛŘŜǊ [ŀǎǘΥ LƴǎŜǊǘǎ ǘƘŜ 5ƛŎǘŀǘƻǊΩ ƭŀǎǘ ƴŀƳŜΦ 

¶ tŀǘƛŜƴǘ CƛǊǎǘΥ LƴǎŜǊǘǎ ǘƘŜ ǇŀǘƛŜƴǘΩ ŦƛǊǎǘ ƴŀƳŜΦ 

¶ tŀǘƛŜƴǘ [ŀǎǘΥ LƴǎŜǊǘǎ ǘƘŜ ǇŀǘƛŜƴǘΩ ƭŀǎǘ ƴŀƳŜΦ 

¶ awbΥ LƴǎŜǊǘǎ ǘƘŜ ǇŀǘƛŜƴǘΩ ƳŜŘƛŎŀƭ ǊŜŎƻǊŘ ƴǳƳōer (MRN). 

¶ DOB (MMDDYYYY): Inserts the date of birth for the dictation without using separators. 

¶ DOB (MM-DD-YYYY) Inserts the date of birth for the dictation with separators. 

¶ Done 
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Examples of typical filenames are:  
 
DID-Practice-MRN-Provider_Last, which would populate with data as:  
 
32101595-Allentown Chiropractice-Johnson 
 
or DOV (MMDDYYYY)_Provider_First_Patient_Last_Practice, which would display as: 
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02-20-2020_Jessica_Smith_Williams_Dallas-Surgery-Center 
 
As data elements are selected,  the setup windows  adds the elements  in real time to display what 
the filename. Once a data element is selected, it is not possible to unselect or remove it until the 
downloading options are reset (see further below).  
 
Step 4: Completing the filename 
hƴŎŜ ǘƘŜ ǊŜǉǳƛǊŜŘ ŦƛƭŜƴŀƳŜ Ƙŀǎ ōŜŜƴ ǎŜƭŜŎǘŜŘΣ ŎƭƛŎƪ ǘƘŜ ά5ƻƴŜέ ƻǇǘƛƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ƭƛǎǘ ǘƻ 
finish the file name selecting process and proceed to the next step. 
 
Note: It is highly recommended to have the filenames contain at least one unique file naming 
feature such as DID number in case the Dictator has two dictations on the same day for the same 
patient, in which case, both transcriptions would populate the same filename and can potentially 
overwrite each other in the process of downloading them. 
 
Step 5: Choose download location 
Once the filename has been established, the set-up tool displays a folder selection window. Browse 
to the folder or location desired for documents to download and ǇǊŜǎǎ ά{ŜƭŜŎǘ CƻƭŘŜǊέΦ  
 

 
 
 
Step 6: Download completion 
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Once the download location is selected, files will automatically download into the selected folder.  A 
popup message in the bottom right corner of the screen confirms files have successfully 
downloaded.  
 
 
 
 
 
 
 
 
 
 

Download confirmation popup message 
 
 

 
 

The transcribed documents downloaded to the selected location.  
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Notes: 
 

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

2. ¢ƘŜ άwŜǎŜǘ ŘƻǿƴƭƻŀŘ ƻǇǘƛƻƴǎέ ƛƴ ǘƘŜ 5ƻŎ IŀƴŘƭŜǊ ŀƭƭƻǿǎ the user to reset all downloading 
settings to create new download settings. .  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 
By default, dictations uploaded into the database receive a standard TAT.   
 
STAT times available are Standard, 1 hour, (1hr), 2-hour, 4-hour, 8-hour, and 12-hour.  Unless otherwise 
ŎƻƴŦƛƎǳǊŜŘ ƛƴ ǘƘŜ άhƴ ¢ƛƳŜέ ŦŜŀǘǳǊŜ όsee page 167ύΣ ά{ǘŀƴŘŀǊŘέ ƛǎ ŘŜŦƛƴŜŘ as 24 hours from the Upload 
date and time.    
 
¢ƻ ŎƘŀƴƎŜ ǘƘŜ ¢!¢Σ ǎŜƭŜŎǘ ŀ ŘƛŎǘŀǘƛƻƴ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά/ƘŀƴƎŜ ¢!¢έ ōǳǘǘƻƴΦ {ŜƭŜŎǘ ǘƘŜ ŘŜǎƛǊŜŘ ¢!¢ 
ŎƘŀƴƎŜ ŀƴŘ ŎƭƛŎƪ ά/ƘŀƴƎŜέΦ   
 

6 
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Audit Trail: This feature allows the user to view the audit trail associated with the dictation 
and transcription.  Audit data captured includes the name of the user who accessed the 
document, the date and time of access, and the action performed during the access.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

7 
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Document History: The document history displays all iterations of the document.  Clicking 
ǘƘŜ άƻǇŜƴέ ƛŎƻƴ ǘƻ ǘƘŜ ƭŜŦǘ ƻŦ ŀƴȅ ƛǘŜǊŀǘƛƻƴ ƻǇŜƴǎ ǘƘŜ ǇǊƛƻǊ ƛǘŜǊŀǘƛƻƴ ƻŦ ǘƘŜ ŘƻŎǳƳŜƴǘΦ  Audit 
data captured for each iteration includes name of user who edited the iteration, patient 
MRN, patient name, edit date and time, and iteration tracking number.  Clicking the 
άwŜǎǘƻǊŜέ ƛŎƻƴ ǊŜǎǘƻǊŜǎ ǘƘŜ ŘƻŎǳƳŜƴǘ ǘƻ ǘƘŜ ǎŜƭŜŎǘŜŘ ƛǘŜǊŀǘƛƻƴΦ  
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My Documents 
 
The My Documents view of the folders is used by Transcription Team members who do not have 
permission to access the Workflow Manager.  It also serves as a secondary view into the workflow 
for many of the same functions performed within the Workflow Manager.   There are four folders 
with the My Documents view:  
 

 
 
 
Inbox: This displays the dictations that need to be transcribed. 
 
QA: This displays the transcriptions that need to be checked for Quality Assurance before being 
delivered to the Dictator. 
 
Rejected: This displays transcriptions that have been moved to a Rejected status, either by the 
Dictator, or by a Transcription Team member.  
 
Draft: This displays transcriptions that have been added to the workflow by the Dictator outside of 
the normal dictation and transcription process that need to be processed through Quality Assurance 
ōŜŦƻǊŜ ŘŜƭƛǾŜǊȅ ǘƻ ǘƘŜ 5ƛŎǘŀǘƻǊΩǎ LƴōƻȄΦ ¢Ƙƛǎ ŎƻǳƭŘ ƛƴŎƭǳŘŜ ƘŀƴŘǿǊƛǘǘŜƴ ŘƻŎǳƳŜƴǘǎ ǳǇƭƻŀŘŜŘ ŀǎ ǎŎŀƴǎ 
or PDFs; documents transcribed by the Dictator and/or Facility staff that need to be completed by 
the Transcription Team; and documents produced by the Dictator using front-end speech 
recognition.    
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Inbox 
 
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:  
 

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

 
 

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

 
 

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

 

1 

2 

3 

1 

2 

3 
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Folder Management Functions 
 

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

 
Search 
 

 

 
 
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.   
 

1 

1 
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/ƭƛŎƪƛƴƎ ǘƘŜ ά{ŜŀǊŎƘέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻƻƭōŀǊ ƻǇŜƴǎ ǘƘŜ άCƛƭǘŜǊ /ǊƛǘŜǊƛŀέ ǎŜŀǊŎƘ ŦƛŜƭŘǎΦ  
 
Fields requiring explanation:  
 

¶ ¢ƘŜ ά5ƛŎǘŀǘƻǊέ ŦƛŜƭŘ ŘƛǎǇƭŀȅǎ ŀƭƭ ŘƛŎǘŀǘƻǊǎ ǘƘŀǘ ŀǊŜ ǎŜǊǾƛŎŜŘ ōȅ ǘƘŜ ¢ǊŀƴǎŎǊƛǇǘƛƻƴ ¢ŜŀƳΦ {ƛƴŎŜ 
the Inbox displays dictations for all facilities together, the search dictator field also allows 
the user to search for them. 

 

¶ ¢ƘŜ ά5L5έ ŦƛŜƭŘ ǊŜǇǊŜǎŜƴǘǎ ǘƘŜ ǳƴƛǉǳŜ у ŘƛƎƛǘ 5ƛŎǘŀǘƛƻƴ LŘŜƴǘƛŦƛŎŀǘƛƻƴ ƴǳƳōŜǊΦ 
 

¶ ¢ƘŜ ά¦ǇƭƻŀŘŜŘ ŦǊƻƳέ ŀƴŘ ǘƘŜ ά¦ǇƭƻŀŘŜŘ ¢hέ ŦƛŜƭŘǎ ǿƻǊƪ ǘƻƎŜǘƘŜǊ ǘƻ ŘƛǎǇƭŀȅ ŘƛŎǘŀǘƛƻƴǎ ǘƘŀǘ 
were dictated during a specific date range. 
 

¶ ¢ƘŜ άCƛƭŜƴŀƳŜέ ŦƛŜld allows the user to search for a specific dictation using the name of the 
audio file. The audio file name has a specific naming format:  

 
 
 
 
 

άƧŀǊƴƻƭŘέ ς ŘƛŎǘŀǘƻǊΩ ǳǎŜǊƴŀƳŜ 
άмнмунлмфέ ς date of dictation: 18th December 2019 
άмноулмέ ς time of dictation in 24hr format: 12:38pm 
άǿŀǾέ ς audio file format of .wav 
 
The user can use that specific format (including the dashes) to search for a specific audio 
file. 
 

¶ ¢ƘŜ άwƻǳǘƛƴƎέ ŦƛŜƭŘ ŘƛǎǇƭŀȅǎ ōƻǘƘ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ǘǊŀƴǎŎǊƛǇǘƛƻƴƛǎǘǎ ŀǎ ǿŜƭƭ ŀǎ Ǉƻƻƭǎ ǎƻ ǘhat the 
user can, for example, search for all dictations in a specific pool that are yet to get 
transcribed or see how many files a particular transcriptionist has in their queue. 
 

¶ ¢ƘŜ άǿƻǊƪǘȅǇŜέ ŦƛŜƭŘ ƛǎ ŀ ŎǳǎǘƻƳ ǘŜȄǘ ŦƛŜƭŘ ǘƘŀǘ Ŏŀƴ ōŜ ǳǎŜŘ ǿƛǘƘ ǇƘƻƴŜ ƭƛƴe dictations. 
Users can also search for all dictations using a specific worktype as needed. 
 

¶ ¢ƘŜ άWƻōІέ ƛǎ ŀ ǳƴƛǉǳŜ JobID that is provided to the dictator at the end of their dictation 
when calling into a phone line. The user can also search for a specific JobID as needed. 

 
Once the search criteria have been entered, the search can be performed on the last 12 months by 
ŎƭƛŎƪƛƴƎ ά{ŜŀǊŎƘ tŀǎǘ ¸ŜŀǊέ ƻǊ ǘƘŜ ŜƴǘƛǊŜ ŘŀǘŀōŀǎŜ ŦƻǊ ŀƭƭ ȅŜŀǊǎ ōȅ ŎƭƛŎƪƛƴƎ ά{ŜŀǊŎƘ !ƭƭέΦ tƭŜŀǎŜ ƴƻǘŜΥ 
results will return more quickly if ά{ŜŀǊŎƘ tŀǎǘ ¸ŜŀǊέ ƛǎ ǎŜƭŜŎǘŜŘΦ  
 
Once the selection is made, search results will appear on screen below the Filter Criteria box.  To close 
ǘƘŜ {ŜŀǊŎƘ ōƻȄΣ ŎƭƛŎƪ ǘƘŜ ά/ƭƻǎŜέ ōǳǘǘƻƴ ƛƴ ǘƘŜ CƛƭǘŜǊ /ǊƛǘŜǊƛŀ ōƻȄΦ  
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Columns 
 
All available columns viewable in the My Documents Inbox and their descriptions can be found starting 
on page 36.   
 
Columns unique to the My Documents Inbox are: 
 
Actions: This column contains three icons: 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
Play Audio ς /ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άtƭŀȅ !ǳŘƛƻέ ƛŎƻƴ ŘƻǿƴƭƻŀŘǎ ǘƘŜ ŀǳŘƛƻ ŦƛƭŜ ǘƻ ǘƘŜ ŎƻƳǇǳǘŜǊ ŀƴŘ 
Ǉƭŀȅǎ ƛǘ ǘƻ ǘƘŜ ŎƻƳǇǳǘŜǊΩ ŘŜŦŀǳƭǘ ŀǳŘƛƻ ǇƭŀȅŜǊΦ 
 
 
5ƻŎǳƳŜƴǘ IƛǎǘƻǊȅΥ /ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά5ƻŎǳƳŜƴǘ IƛǎǘƻǊȅέ ƛŎƻƴ ƻǇŜƴǎ ŀ ǇƻǇ ǳǇ ǿƛƴŘƻǿ ǘƘŀǘ 
shows all iterations of the transcribed documents for the transcription.  
 
A previous iteration of the document can be opened by double clicking on one of the rows 
ƛƴ ǘƘŜ 5ƻŎǳƳŜƴǘ IƛǎǘƻǊȅ ǇƻǇǳǇΦ ¢Ƙƛǎ ŀƭǎƻ ǳǎŜǎ ǘƘŜ ά5ƻŎǳƳŜƴǘ IŀƴŘƭŜǊέ ǎƻŦǘǿŀǊŜ ŀƴŘ ƻǇŜƴǎ 
the transcription document into Word. 
 
A previous iteration of the document can be made as the current transcription document by 
ǳǎƛƴƎ ǘƘŜ άwŜǎǘƻǊŜέ ƛŎƻƴ ǘƻ ǘƘŜ ŦŀǊ ǊƛƎƘǘ ƻŦ ǘƘŜ ǊƻǿΦ ¢Ƙƛǎ ƻǾŜǊǿǊƛǘŜǎ ǘƘŜ ŎǳǊǊŜƴǘ ŎƻǇȅ ƻŦ ǘƘŜ 
document and can come in handy if an edit was made in error was made and a previous 
version of the document needs to be referred for rectifications. 
 

1 2 3 

1 
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Audit Trail: This displays a list of all users who have accessed a document, the date/time of 
their access, and the action they performed, such as opening, editing, finalizing, esigning, 
etc. (see below).  

 
 

Column Management 

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

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

File Action Menu 

 
!ƭƭ ŀǾŀƛƭŀōƭŜ άCƛƭŜ !Ŏǘƛƻƴ aŜƴǳέ ƻǇǘƛƻƴǎ ǾƛŜǿŀble in the My Documents Inbox and their descriptions 
can be found starting on page 46. 
 

  

3 
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Rejected 
 
The Rejected folder displays transcriptions that have been moved to a Rejected status, either by the 
Dictator, or by a Transcription Team member.  
 
These transcriptions show as routed to the last staff that it was routed to before being submitted to 
the dictator. To the Transcription Team staff, this folder looks just like the QA folder, with 
transcriptions waiting to be submitted to the dictator.  
 

 
The Rejected folder consists of three important areas:  

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

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

 
 
File Display: The central section of the Portal displays the rejected transcriptions. 
 

 
 

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

Columns 
 

1 

2 

3 

1 

2 
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All available columns viewable in the My Documents Rejected and their descriptions can be found 
starting on page 36. 
 
Columns unique to the My Documents Rejected are: 
 
Rejection Reason: This column displays the information provided by the Dictator while rejecting a 
transcription.  
 

Column Management 

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

File Display 
 
This section displays transcriptions that have been rejected by the Dictator.  All visible transcriptions 
in this folder are of the Rejected status.  For a detailed description of available file statuses and their 
meaning, see page 46. 
 

File Action Menu 

 
!ƭƭ ŀǾŀƛƭŀōƭŜ άCƛƭŜ !Ŏǘƛƻƴ aŜƴǳέ ƻǇǘƛƻƴǎ ǾƛŜǿŀōƭŜ ƛƴ ǘƘŜ aȅ 5ƻŎǳƳŜƴǘǎ wŜƧŜŎǘŜŘ ŀƴŘ ǘƘŜƛǊ 
descriptions can be found starting on page 46. 
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QA 
 
The QA folder contains dictations that have been just transcribed and uploaded by the Transcriptionist 
for the Transcription Team to check for quality control measures before sending it to the dictator. The 
edits done within the QA folder do not change line counts for the Transcriptionist that uploaded the 
transcribed document. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The QA folder consists of three important areas:  

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

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

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

 

Folder Management Functions 
 

1 
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All available Folder Management Functions viewable in the My Documents QA and their descriptions 
can be found starting on page 19. 
 
 

 
CCs Management:  
 

 
 

 

1 

1 
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{ŜƭŜŎǘƛƴƎ ŀ CƛƭŜ ŀƴŘ ŎƭƛŎƪƛƴƎ ǘƘŜ ά//ǎέ ŦǳƴŎǘƛƻƴ ōǳǘǘƻƴ ǿƛƭƭ ŎǊŜŀǘŜ ŀ ǇƻǇǳǇ ǘƘŀǘ ŀƭƭƻǿǎ ŜŘƛǘƛƴƎ 
ƻŦ // ǊŜŎƛǇƛŜƴǘǎ Φ  CƻǊ ŜȄŀƳǇƭŜΣ ǘȅǇƛƴƎ ά{ƳƛǘƘέ ŘƛǎǇƭŀȅǎ ŀ ƭƛǎǘ ƻŦ ŀƭƭ ǳǎŜǊǎ ƛƴ ǘƘŜ !ŘŘǊŜǎǎ .ƻƻƪ 
for the user to select. The list has a scroll  

 
 

 
 
 
 

New // ǊŜŎƛǇƛŜƴǘǎ ŀǊŜ ŀŘŘŜŘ ōȅ ŜƴǘŜǊƛƴƎ ǘƘŜ Ŧǳƭƭ ƻǊ ǇŀǊǘƛŀƭ ŦƛǊǎǘ ƻǊ ƭŀǎǘ ƴŀƳŜ ƛƴǘƻ ǘƘŜ ά!ŘŘ 
//έ ŦƛŜƭŘ ŀƴŘ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ŘŜǎƛǊŜŘ ǎŜŀǊŎƘ ǊŜǎǳƭǘ ǘƻ ǎŜƭŜŎǘ ƛǘΦ  {ŜƭŜŎǘŜŘ ƛǘŜƳǎ ŀǇǇŜŀǊ ƛƴ ǘŀōƭŜ 
at the top of the box.   

 
Deleting CC recipients is done by clicking the trash can icon to the right of the recipient to be 
ŘŜƭŜǘŜŘ ƛƴ ǘƘŜ άwŜƳƻǾŜ //έ ŎƻƭǳƳƴΦ  
 

Clicking the Close button closes the Manage CC window.   
 
 

Columns 
 

1 

2 

3 
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All available columns viewable in the My Documents QA and their descriptions can be found starting 
on page 36. 
 
Columns unique to the My Documents Inbox are: 
 
Routed: This column displays the time and date when the dictation was routed to the user. 
 

Column Management 

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

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

File Action Menu 

 
!ƭƭ ŀǾŀƛƭŀōƭŜ άCƛƭŜ !Ŏǘƛƻƴ aŜƴǳέ ƻǇǘƛƻƴǎ ǾƛŜǿŀōƭŜ ƛƴ ǘƘŜ aȅ 5ƻŎǳƳŜƴǘǎ v! ŀƴŘ ǘƘŜƛǊ ŘŜǎŎǊƛǇǘƛƻƴǎ 
can be found starting on page 46. 
 
 

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

 

  

1 
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Draft 
 
The Draft folder holds transcriptions that the Dictator types themselves, either manually or by using 
any front end voice processing software such as Dragon Dictate. These transcriptions are then 
ŀǾŀƛƭŀōƭŜ ǘƻ ǘƘŜ ¢ǊŀƴǎŎǊƛǇǘƛƻƴ ¢ŜŀƳ ŦƻǊ ǊŜǾƛŜǿ κ v!  ōŜŦƻǊŜ ŘŜƭƛǾŜǊȅ ǘƻ ǘƘŜ 5ƛŎǘŀǘƻǊΩ ƛƴōƻȄΦ  
 
Note: for more detailed instructions on the use of front-end speech recognition with WebChartMD, 
see page 94.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Draft folder consists of three important areas:  

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

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

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

 

Folder Management Functions 
 
All available Folder Management Functions viewable in the My Documents Draft and their descriptions 
can be found starting on page 19. 
 
Functions unique to the My Documents Inbox (for the Dictators only) are: 
New Document: This feature allows the Dictator to create a new transcription. More details on this are 
available on page 94. 
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Columns 
 
All available columns viewable in the My Documents Draft and their descriptions can be found 
starting on page 36. 
 

Column Management 

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

File Display 
 
The Draft folder displays transcriptions that can be reviewed by the Transcription Team before 
ŘŜƭƛǾŜǊƛƴƎ ǘƻ ǘƘŜ 5ƛŎǘŀǘƻǊΩ LƴōƻȄΦ  CƻǊ ŀ ŘŜǘŀƛƭŜŘ ŘŜǎŎǊƛǇǘƛƻƴ ƻŦ ŀǾŀƛƭŀōƭŜ ŦƛƭŜ ǎǘŀǘǳǎŜǎ and their 
meaning, see page 46. 
 
Creating a new Draft document is different than how dictations are created by Dictators. To create a 
new draft the user will select a document from their local computer, then drag the document to the 
Ƴŀƛƴ ά5ǊŀŦǘέ ǿƛƴŘƻǿΦ  ¢he user will then drop the file and the document will automatically upload. 
 

 
Once the document is dropped ƛƴǘƻ ǘƘŜ CƛƭŜ 5ƛǎǇƭŀȅ ŀǊŜŀΣ ŀ ά/ŀǎŜ ƛƴŦƻέ ōƻȄ ŀǇǇŜŀǊǎΦ CŀŎƛƭƛǘȅ ǳǎŜǊǎ Ŏŀƴ 
enter any pertinent information into the fields listed in the Case info box:  
 
Facility: This provides with a dropdown menu allowing the user to select a Facility name. 
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Dictator: Once the Facility name has been selected in the above dropdown, this Dictator dropdown 
displays a list of Dictators at the Facility, allowing the user to select a Dictator for this note. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Search Patient: Users can search existing patient records by ǳǎƛƴƎ ǘƘŜ ά{ŜŀǊŎƘ tŀǘƛŜƴǘέ ŦƛŜƭŘΦ  ¢ƻ {ŜŀǊŎƘ 
ŦƻǊ ŀ ǇŀǘƛŜƴǘΣ ōŜƎƛƴ ŜƴǘŜǊƛƴƎ ǘƘŜ ǇŀǘƛŜƴǘΩǎ ƴŀƳŜ ŀƴŘ ǘƘŜ ǇƻǊǘŀƭ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎŜŀǊŎƘ ŦƻǊ ƳŀǘŎƘƛƴƎ 
patient names.  Once a list if found the user will be presented with a dropdown to select from. 
 Once the patient is selected any available demographic information for that patient will 
ǇƻǇǳƭŀǘŜ ǘƘŜ ά/ŀǎŜ LƴŦƻέ ǿƛƴŘƻǿΦ 
bƻǘŜΥ LŦ ŀ ǇŀǘƛŜƴǘ ǊŜŎƻǊŘ ŘƻŜǎ ƴƻǘ ŀƭǊŜŀŘȅ ŜȄƛǎǘ ƛƴ ²Ŝō/ƘŀǊǘa5Ω ǎȅǎǘŜƳΣ ǘƘŜ ǳǎŜǊ Ŏŀƴ Ƴŀƴǳŀƭƭȅ ŀŘŘ 
ŘŜƳƻƎǊŀǇƘƛŎ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ǘƘŜ ά/ŀǎŜ LƴŦƻέ ǎŎǊeen. 
 
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 
ǘƘŜ ά{ŜŀǊŎƘ tŀǘƛŜƴǘέ ŦƛŜƭŘ ǘƘƛǎ ŘŜƳƻƎǊŀǇƘƛŎ ǿill populate automatically, if the user was unable to find or 
needs to add a new patient this field will be filled out manually. 
 
Last Name: The last name of the patient will be entered in this field, if the patient was selected from the 
ά{ŜŀǊŎƘ tŀǘƛŜƴǘέ Ŧield this demographic will populate automatically, if the user was unable to find or 
needs to add a new patient this field will be filled out manually. 
 
Date of Birth: The date of birth of the patient will be entered in this field, if the patient was selected 
ŦǊƻƳ ǘƘŜ ά{ŜŀǊŎƘ tŀǘƛŜƴǘέ ŦƛŜƭŘ ǘƘƛǎ ŘŜƳƻƎǊŀǇƘƛŎ ǿƛƭƭ ǇƻǇǳƭŀǘŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ όƛŦ ŀǾŀƛƭŀōƭŜύΣ ƛŦ ǘƘŜ ǳǎŜǊ 
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 in thiǎ ŦƛŜƭŘΣ ƛŦ ǘƘŜ ǇŀǘƛŜƴǘ ǿŀǎ ǎŜƭŜŎǘŜŘ ŦǊƻƳ ǘƘŜ ά{ŜŀǊŎƘ 
tŀǘƛŜƴǘέ ŦƛŜƭŘ ǘƘƛǎ ŘŜƳƻƎǊŀǇƘƛŎ ǿƛƭƭ ǇƻǇǳƭŀǘŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ όƛŦ ŀǾŀƛƭŀōƭŜύΣ ƛŦ ǘƘŜ ǳǎŜǊ ǿŀǎ ǳƴŀōƭŜ ǘƻ ŦƛƴŘ ƻǊ 
needs to add a new patient this field will be filled out manually or left blank (if left blank the system will 
assign a unique ID#). 
 
Report Type: The user will select which template the new 
document will be uploaded under.  The user will be presented 
with a dropdown of the available template types: 
 
Note: (optional) The user has the option of adding 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 facilitieǎΣ ōȅ ǳǎƛƴƎ ǘƘŜ ά[ƻŎŀǘƛƻƴέ 
dropdown field.  The user will click the dropdown field and available locations will be presented for the 
user to select. 
 
Status:  The status field set the location of the document after it is uploaded.  Users have three options 
to select from: 

¶ Draft: This sends the uploaded document to the draft folder 
wƘŜǊŜ ƛǘ Ŏŀƴ ōŜ ǊŜǾƛŜǿŜŘ ŀƴŘ ǎǳōƳƛǘǘŜŘ ǘƻ ǘƘŜ ǇǊƻǾƛŘŜǊΩǎ 
inbox 

¶ Inbox: This option sends the document straight to the 
ǇǊƻǾƛŘŜǊΩǎ ƛƴōƻȄ ōȅǇŀǎǎƛƴƎ ŀƴȅ ŜŘƛǘƛƴƎ ŦǊƻƳ ǘƘŜ 
transcription side. 

¶ FinalΥ ¢Ƙƛǎ ƻǇǘƛƻƴ ǎŜƴŘǎ ǘƘŜ ŘƻŎǳƳŜƴǘ ǎǘǊŀƛƎƘǘ ǘƻ ǘƘŜ ǇǊƻǾƛŘŜǊΩǎ Ŧƛƴŀƭ ŦƻƭŘŜǊΣ ōȅǇŀǎǎƛƴƎ ǘƘŜ      
transcription side and the inbox. 

 
/ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά¦ǇƭƻŀŘέ ōǳǘǘƻƴ ǎŀǾŜǎ ǘƘŜ ǳǇƭƻŀŘŜŘ ŘƻŎǳƳŜƴǘ ŀƭƻƴƎ ǿƛǘƘ ǘƘŜ ŘŜƳƻƎǊŀǇƘƛŎǎ ǇǊƻǾƛŘŜŘ ƛƴ 
the Case Info wiƴŘƻǿΦ  /ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά/ŀƴŎŜƭέ ōǳǘǘƻƴ ŎƭƻǎŜǎ ǘƘŜ /ŀǎŜ LƴŦƻ ǿƛƴŘƻǿ ŀƴŘ ǘƘŜ ǳǇƭƻŀŘŜŘ 
document is discarded by the Portal. 
 
Once Uploaded the document will be displayed in the appropriate folder.   
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Creating Documents Without Audio Files 
 
Dictators can create documents directly from templates in WebChartMD without the need for an 
accompanying audio file.  Instructions are included in the Facility user manuals but included here as 
a resource for the Transcription Team.  
 
To create a document directly from the template, the Dictator follows these steps:  
 

1. Click ǘƘŜ άbŜǿ 5ƻŎǳƳŜƴǘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ Folder Management toolbar in ǘƘŜ ά5ǊŀŦǘέ ŦƻƭŘŜǊΦ 
 
 
 
 
 
 
 
 
 
 
 

2. /ƭƛŎƪ ǘƘŜ ά/ŀǎŜ LƴŦƻέ ǿƛƴŘƻǿ ǘƻ ŜƴǘŜǊ ŘŜƳƻƎǊŀǇƘƛŎǎ ŀƴŘ ƳŀƪŜ ƻǘƘŜǊ ǎŜƭŜŎǘƛƻƴǎ ǊŜƭŜǾŀƴǘ ǘƻ ǘƘŜ 
dictation.   

a. Add patient information if desired (not required).  
b. {ŜŀǊŎƘ ŦƻǊ ǘƘŜ ǇŀǘƛŜƴǘ ǳǎƛƴƎ ǘƘŜ ά{ŜŀǊŎƘ tŀǘƛŜƴǘέ ŦƛŜƭŘΦ  tǊŜǾƛƻǳǎƭȅ ǘǊŀƴǎŎǊƛōŜŘ ǇŀǘƛŜƴǘǎ 

will present in the search box.  
 

c. {ŜƭŜŎǘ ǘƘŜ άwŜǇƻǊǘ ¢ȅǇŜέ όǊŜǉǳƛǊŜŘ ŜƴǘǊȅύ ǘƻ ǳǎŜ ƛƴ ŎƻƴƧǳƴŎǘƛƻƴ ǿƛǘƘ ǘƘŜ ǿƻǊƪŦƭƻǿΦ  
 

d. {ŜƭŜŎǘ ǘƘŜ ά{ǘŀǘǳǎέ ŦƻǊ ǘƘŜ ŦƛƭŜ όǊŜǉǳƛǊŜŘύΦ  LŦ ά5ǊŀŦǘέ ƛǎ ǎŜƭŜŎǘŜŘΣ ǘƘŜ ŎƻƳǇƭŜǘŜŘ 
document will route to the Transcription Team for review and clean-ǳǇΦ  LŦ άLƴōƻȄέ ƛǎ 
ǎŜƭŜŎǘŜŘέΣ ǘƘŜ ŘƻŎǳƳŜƴǘ ǿƛƭƭ ōȅ-Ǉŀǎǎ v! ŀƴŘ ƳƻǾŜ ŘƛǊŜŎǘƭȅ ǘƻ ǘƘŜ 5ƛŎǘŀǘƻǊΩǎ LƴōƻȄΦ  
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e. AŦǘŜǊ ŦƛƭƭƛƴƎ ƻǳǘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ŦƛŜƭŘǎΣ ŎƭƛŎƪ ǘƘŜ άhǇŜƴ bŜǿ 5ƻŎǳƳŜƴǘέ ōǳǘǘƻƴ ƛƴ 
the Case Info box (below).  

 
 

3. Click the άhǇŜƴ bŜǿ 5ƻŎǳƳŜƴǘέ ōǳǘǘƻƴ at the bottom of the Case Info box.  
 

 
4. The selected template opens, and the case information populates into the template (below). 
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5. Once the document is opened, the Dictator manually types content into the template.   

 
6. Once completed, the Dictator saves and closes the document (below).   The document will 
Ŧƻƭƭƻǿ ǘƘŜ ǊƻǳǘƛƴƎ ǊǳƭŜǎ ǎŜƭŜŎǘŜŘ ƛƴ ǘƘŜ ά{ǘŀǘǳǎέ ŘǊƻǇŘƻǿƴ ŀǎ ƳŜƴǘƛƻƴŜŘ ƛƴ нΦŘ ŀōƻǾŜΦ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

File Action Menu 

 
!ƭƭ ŀǾŀƛƭŀōƭŜ άCƛƭŜ !Ŏǘƛƻƴ aŜƴǳέ ƻǇǘƛƻƴǎ ǾƛŜǿŀōƭŜ ƛƴ ǘƘŜ aȅ 5ƻŎǳƳŜƴǘǎ 5ǊŀŦǘ ŀƴŘ ǘƘŜƛǊ ŘŜǎŎǊƛǇǘƛƻƴǎ 
can be found starting on page 46. 
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All Documents 
 
 
¢ƘŜ ά!ƭƭ 5ƻŎǳƳŜƴǘǎέ ŦƻƭŘŜǊ ƎƛǾŜǎ ǘƘŜ ǳǎŜǊ ŀ ǾƛŜǿ ƻŦ ǘƘŜ ŘƛŎǘŀǘƛƻƴǎ ŀƴŘ ǘǊŀƴǎŎǊƛǇǘƛƻƴǎ ŦǊƻƳ ǘƘŜ 
ǇŜǊǎǇŜŎǘƛǾŜ ƻŦ ŀ ǳǎŜǊ ŀǘ ǘƘŜ CŀŎƛƭƛǘȅΦ  ¢ƘŜ ά!ƭƭ 5ƻŎǳƳŜƴǘǎέ ŦƻƭŘŜǊ Ŏƻƴǘŀƛƴǎ five subfolders: Notes, 
Pending, Inbox, Rejected, and Final. 
 
 

 
 
Notes: This contains notes such as patient list or other information for the Transcription Team. 
 
Pending: This contains the dictations waiting to be transcribed. 
 
Inbox: This contains completed transcriptions that have been delivered to the Dictator. 
 
Rejected: This contains transcriptions that have been returned by the Dictator for rework.  
 
Final: This contains transcriptions that have been esigned by the Dictator, as well as transcriptions that 
have been finalized without being esigned.  
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Notes 
 
The Notes folder allows Facilities to add documents to the workflow through a drag and drop process.  
Typical documents that might be added to the workflow via the Notes folder include informational 
documents, patient lists/schedules,  and hand-written notes that are outside the normal 
dictation/transcription workflow.  
 
 

Adding Documents to Notes Folder 
 
CŀŎƛƭƛǘȅ ǳǎŜǊǎ Ŏŀƴ ǳǇƭƻŀŘ ŀ ƴƻǘŜ ōȅ ŘǊŀƎƎƛƴƎ ŀƴŘ ŘǊƻǇǇƛƴƎ ƛǘ ŦǊƻƳ ǘƘŜ ǳǎŜǊΩǎ ŘŜǎƪǘƻǇ ƻǊ ŦƻƭŘŜǊ ƻƴ 
computer and onto the the file onto the File Display area in the Notes view.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the document is dropped ƛƴǘƻ ǘƘŜ CƛƭŜ 5ƛǎǇƭŀȅ ŀǊŜŀΣ ŀ ά/ŀǎŜ ƛƴŦƻέ ōƻȄ ŀǇǇŜŀǊǎ (below). Facility 

users can enter any pertinent information into the fields listed in the Case Info box:  

Facility: This provides with a dropdown menu allowing the user to select a Facility name. 
 
Dictator: Once the Facility name has been selected in the above dropdown, this Dictator dropdown 

displays a list of Dictators at the Facility, allowing the user to select a Dictator for this note. 
 
Note Type: The Note Type field is a free text that can be entered to describe the note type.   
 
Comments: A free text box, allowing the user to write information about this Note document. 
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Effective Date: The time and date of uploading the Note. 

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

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

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

Column Management 

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

File Action Menu 

 
!ƭƭ ŀǾŀƛƭŀōƭŜ άCƛƭŜ !Ŏǘƛƻƴ aŜƴǳέ ƻǇǘƛƻƴǎ ǾƛŜǿŀōƭŜ ƛƴ ǘƘŜ !ƭƭ 5ƻŎǳƳŜƴǘǎ LƴōƻȄ ŀƴŘ ǘƘŜƛǊ ŘŜǎŎǊƛǇǘƛƻƴǎ 
can be found starting on page 46. 
 

  



 
 
 
 
 

Page 80 of 272  ω  WebChartMD - User Manual: Transcription Company Administrator Version 
 

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

 
 

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

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

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

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

File Action Menu 

 
!ƭƭ ŀǾŀƛƭŀōƭŜ άCƛƭŜ !Ŏǘƛƻƴ aŜƴǳέ ƻǇǘƛƻƴǎ ǾƛŜǿŀōƭŜ ƛƴ ǘƘŜ !ƭƭ 5ƻŎǳƳŜƴǘǎ tŜƴŘƛƴƎ ŀƴŘ ǘƘŜƛǊ 
descriptions can be found starting on page 46. 
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Inbox 
 
¢ƘŜ άLƴōƻȄέ ŦƻƭŘŜǊ Ŏƻƴǘŀƛƴǎ ǘƘŜ ǘǊŀƴǎŎǊƛǇǘƛƻƴǎ ŎƻƳǇƭŜǘŜŘ ōȅ ǘƘŜ Transcription Team.  Documents can be 
opened, edited, faxed and printed.  The transcriptions can be Finalized or eSigned (by the dictating 
ǇǊƻǾƛŘŜǊύ ŀƴŘ ƳƻǾŜŘ ǘƻ ǘƘŜ άCƛƴŀƭέ ŦƻƭŘŜǊ ŦƻǊ ŀǊŎƘƛǾŜΦ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Folder Management Functions 
 
All available Folder Management Functions viewable in the All Documents Inbox and their 
descriptions can be found starting on page 19. 
Functions unique to the All Documents Inbox are: 
 
Fax 
 
Transcriptions can be faxed directly from the Portal, via either an automatic setting or manually. For 
instructions on automatic faxing, please see page 92.   
 
To manually fax transcription(s) from the portal:  
 
/ƭƛŎƪ ǘƘŜ άCŀȄέ ƛŎƻƴ ƛƴ ǘƘŜ ǘƻƻƭōŀǊ ǘƻ ƻǇŜƴ ǘƘŜ ά{ŜƴŘ CŀȄέ ŀǇǇƭƛŎŀǘƛƻƴΦ   

 
This window is divided into two sections:  

 
- Search for Fax Recipient 
- Add New Fax Recipient  
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Search on Fax Recipient  
 

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

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

 
 

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

1 

2 

1 
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The second option is to add new fax recipients not currently in the address book.   To add new 
recipients not already in the address book:  

 
1. Add the name of the recipient and their fax number in the fields as indicated (see image below).  

 
 
 
 
 
 
 
 
 
 
 
 
 

2. ClƛŎƪ ǘƘŜ ά!ŘŘέ ōǳǘǘƻƴ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘŜ ƴŀƳŜ ŀƴŘ ŦŀȄ ƴǳƳōŜǊ ŦƛŜƭŘǎΦ  ¢Ƙƛǎ ǿƛƭƭ ŀŘŘ ǘƘŜ 
recipient  the recipient(s) list.   
 

Notes on adding fax recipients:  
 

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

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

3. /ƘŜŎƪƛƴƎ ǘƘŜ άǎŀǾŜ ǘƻ ŀŘŘǊŜǎǎ ōƻƻƪέ ŎƘŜŎƪōƻȄ ǿƛƭƭ ŀŘŘ ǘƘŜ ƴŀƳŜ ŀƴŘ ŦŀȄ ƴǳƳōŜǊ ǘƻ ǘƘŜ !ŘŘǊŜǎǎ 
Book for future use. 

 
4. /ƘŜŎƪƛƴƎ ǘƘŜ άƛƴŎƭǳŘŜ ŎƻǾŜǊ ǎƘŜŜǘέ checkbox will add the cover sheet to the fax as a first page. 

More information about the cover sheet can be found on page 120. 
 

5. ¢ƘŜ ά/ƭƻǎŜέ ōǳǘǘƻƴ ŎƭƻǎŜǎ ǘƘŜ ǿƛƴŘƻǿ ǿƛǘƘƻǳǘ ǎŜƴŘƛƴƎ ǘƘŜ CŀȄ ǿƘƛƭŜ ǘƘŜ ά{ŜƴŘ CŀȄέ ōǳǘǘƻƴ 
sends the fax to the selected recipients. 
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Columns 
 
All available columns viewable in the All Documents Inbox and their descriptions can be found 
starting on page 36. 
 
Columns unique to the All Documents Inbox are: 
 
Interfaced: This column displays if a transcription has been interfaced or not. See page 36 for a full 
description of interface setups. 
 

Column Management 

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

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

 

1 

2 

3 






































































































































































































































































































































































