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Transcriptionist User Guide

Abbreviations and Definitions of Words Used on website:

DOS = Date of Service.

DOU = Date of Upload. This is the date the audio file hit our servers.

Ref ID = Reference ID or Medical Record Number. This is the unique number that would identify
the job. It is up to the Author and TSO to decide what to use here.

MT/LT = Medical Transcriptionist/Legal Transcriptionist.

QA1 = Quality Analyst Level 1

QA2 = Quality Analyst Level 2

QA3 = Quality Analyst Level 3

COut = Checked Out By. The transcriptionist who is transcribing the file.

@ = The time when the file was checked out.

TAT = Turn Around Time in Days.

STAT = This signifies whether the job is a STAT job or not.

ulD = Unique Identifier. This is the unique number that is created by the system to uniquely identify
the job from any other on our different systems. It is the number of microseconds from a point in

time.



LOGIN

The transcriptionist's have to login to Vareque Document Management Suite (V-DoX) with their respective
ID and password. The website address is http://www.vareque.com/jobs

‘ MEMEER'S LOGIN

Wielcome, Please enteryour login name and pasward.
Select"Mormal" login for faster experience.
Select"Secure" login for Equifax cerified 128-bit encrypted connection.

‘ é 128-bit Secune login ‘

Username: I
Password: I
Login |

Hormal | Secure

Click here to email wour first and last name for access to this site

Figure 1 The login Screen

The Job Queue Screen Details :

1 Select Start 2 Select End 3 Personal 4 User 5 Search 6 V-HRM
i DOS DOS i Settings i Controls i Record i Sign-in

‘areq e

Welcome Denta,

Hovember 18, 2005
) J0ut | Logout

F | Settings | Chanfe P d
TRANSCRIFTION BES | Mareque Community. LBl S SN A A Aol

start Date 2| 2003-01-01 End Date B |200%-11-18 Fliter By D.0.5. Range |
Search Mame or Ref. 10 or Job. 10 or Wiew all records | # Search |

Job Review, | HELF | Author Comment Report |a Days Parformance
7 %au have Job Humber 22483 of = total of 3 jobs chedied aut™®

Job Queue For Transcriptionist Demo
Mo, Job#  Name RefiD D0.0.5. Author Type Mediz Length  DOU File é l.!.l TAT Commeants uio

W 1: D MD Medical Group. : W‘%ﬁg Select Author ;”l Type ;I

1 26830 upnIeDU:d 12345 200402-09 Michelle Brennar @ e 2004-11-08 nia 1',‘{ I 1029255370

2 26460 upnleoU:d 1122334200403-01 Michelle Brenner @ otq" 2004-10-27 -i’.f I nia 1028006205
net Helen @ e =i :
3 22463 Gpigad 0 20040301 Ll o e L e 2'0" 200403-03 4 ¥ I | 1084259145
e Helen B
4 26605 1 2004-0:3-01 nfa nfa 0°1" 2004-10-29 n/a cl nia fa 1089036602
upload Cunningham = l

Figure 2 The Job Queue



1. Select Start DOS

Selection of Start Date of Service is needed to retrieve records dictated by the facilities starting
from a particular date. It is a selection field from where the particular date may be selected.

‘at'eque

Welcome Dento, PST: 11:12:41 AM, Thursday Mowember 13, 2004
Sign InfOut | Logout

P | Seftings | Change P d
TRANSCRIPTION Basawareque Community. CrEtor St (e PEe=TEn

start e (| 2003-01-01 End Date £ [20014-11-18 Filter By D.0 5. Range |
1 INDVmeEF =1 |EUU4 1 Pl et 10 or dob. 1D o iew ail rscords I— Search |

Sun| Mon | Tue | WWed | Thu Fri Sat

Job Rewview 2rformance
T au haw 1 2 2 4 5 6 |yt

o8 = 4z 12 ye For Transcriptionist Demo

14 15 16 17 12 19 20
Mo, Job# Type Mediz Length ooy File E ! TATComments Ui
= =
I 21 22 23 24 25 26 27
LOMDL L o o Select Author v| |Type v|
T
1 28220 upllagd 12245 2004-02-01 Michelle Brenner @ 100" 2004-11-08 1/ 1090955270
&t .
2 26450 upllaad 11223342004-03-01 Michelle Branner @ o' " 2004-10-27 1/ I 1092906206

Figure 3 Select Start Date

2. Select End DOS

Selection of end Date of Service is needed to retrieve records dictated by the facility before a
particular date. It is also a selection field from where the particular date may be selected.

‘at'eq ue

Weleome Oema, FST: 11:12:41 AM, Thursday Mowember 18, 2004
Sign InfOut | Logaut

P | Settings | Change F d
TRANSCRIFTION Basawareque Community. crenel) BEiRgs | Eionge Pe=ms

start Date B [2003-01-01 End Date B I9nna 11 10 Filter By D.0.5. Range |

L] |November v| |2IJD4 v| P—
Search Mame or Search |
Sun Mon | Tue Wed Thu| Fri Sat
Job Review. | HELP | Awthor Comment Report|¢ Lays P 1 5 = 4 5 &
**%ou hawe Job Humber 22463 of = total of 3 jobs chedoed
T = a 10 1M1 12 13
|
JOb Que 14 15 A6 17 18 | 19 20 =
Ho. Job#®  Mame ReflD 0.0.5. Authar 21 22 2 29 5 o8 2T —_ TAT Comments 11[u}
¥ 1: O WD hbedical Graup. 22 za =0 Select Author v| |Type v|
1 26830 upnle;:d 12345 20040301 hichelle Brenner @ q'or 2004-14-08 -1(} I 1099955370
netn .
2 26450 wplead 11222342004-02-01 Michelle Brenner @ 01" Z004-10-27 1} I 1002005206

Figure 4 Select End Date



3. Personal Settings

Allows the user to set personal choices like the name, address, mail-id and the no. of records to be
displayed in a single page.

) Personal Settings - Microsoft Internet Explorer =) =

[ Your Personal Settings, subirm |

First Mame: La=t MNam=a:
ISubir IMukherjee
Address

ity :

Country Jp:

Email:

Isubir_indEDDS@yahDD_cnm

Reports to display per page: |3|:|

Submit Changes Update Seftings I

Figure 5 Personal Settings

4. User Controls

Here the user is allowed to change his or her own password.

a ¥DM5 Change Password - Microsoft Internet E... =] E3

| Change Passwaord for , subirm |

Existing Password: I

Mew Password: I

Fe-type Mew Password: I

Change Password Change Fassward !

Figure 6 Change Password




5. Search Record

The user can use this option to search for a particular record, or multiple records pertaining to a
particular patient using the reference ID or the patient last name or job ID.

& =2 08D & O 8 e B s B S5 N

Back Earnsand Stop Refresh Home Search Favorites Media Histary b ail Print Edit
paddress IE http: £ v, varegueindia. com/fjobsAindex. php LI f{> Go | Lirk s | Morton Antiir
WMitoons Sadip, PT: 02:10:07 #hd, Friday January 33, 2004
Please note that vour IP address will be recorded for securty purposes Logou
Click Here to make Wareque a trusted site, Click "2pen”, then "¥es" when prompted. Perzonal Settings | Change Passwaor

Start Date @2004*01*1 End Date EEUD#DFEB Filter By Date of Service Range |
Search Patient Wame or Last Name or Ref. ID or view all records IPerkinS Search |

Yoo chose to wiew only thoze files with status = % . Start 005 = 2004-01-01. End D05 = 2004-01-23. Search term = Ferkins.
Combine Jobs

JOE QUEUE FOR MT ADMIN Sandip

Show only jobs with status =| Select 'I

Job Media & CkdOut o, :
Ho. 2 Mame Ref. ID D.O.S. Author Type Status Report MT QA1 QA2 By Split Abort Lines L

W Client 1: University Cardiovascular Medical Group. (Showing results 1to 1 of 1)
Thomas 2003- Or. Jon = :
ompelll e ) L T | Waiting 0a2 @ B 5] &l Splitabort 30

I vl Change_Status I

Fagel of 1. Showing results 1 to 1 of 1

P Client 2: Demo Compary
P Client 3: Ventura Pain Center
P Client 4: Riverside Medical Clinic

—@

Figure 7 Search for jobs

6. V-HRM Sign In

If you are subscribed to the V-HRM Module, This would take you to the sign-in and sign-out page.

Miglzome, Please enter your sign-in name and pasword.
Select "Mormal” login for faster experience.
Select "Secure” login for Bjuifas certified 128-bit encrypted connection.

Signln Mame: I
Password: I

Login |

“ou have successfully logged out!
Lastzignin = 2004-11-18 11:49:58, La=t signout = 2004-11-18 11:50:05
Time logged in=10 days0 hours 0 minutes.

Marmal | Secure

Mielzome ! Together Bveryone Achiewes hione.

LAUGH FOR THE DAY

Figure 8 V-HRM Sign In Page



The Job Queue

From the “Job Queue forTranscriptionist” that appears as under, MTs/LTs can check-out a job to transcribe.

1. Temporarily saved Document 2. Checkout Job 3. Checked Out job

“dt'eque

Welcome Dema,

PST: 14:02:49 Al, Thursday Movember 13, 2004
Sign In/Out | Logout

P | Settings | Change P 4
TRANSCRIFTION BBSGHfareque Comm ezl SRS | Chenge PE=Te

start Dte B [2003-01-01

ilter By D.0.5. Range |

Search |

Job Rewiew. | HELF | Author Comment Report |¢ Crays Performa
**%ou have Job Number 22483 of = total of 3 jobs chedded out™ "

Mo. Job#  Mame Ref10 0.0.5. Author Type Media Length IEI TAT Comments uio

¥ 1: O MO Medical Group. Select suthor = I ITYFJE - I

1 28330 u:i":d 12395 200403-01 Michelle Brenner @ 10" 2004-11-08 fl 1089955370
R . i

2 26480 | 0 112233420040301 Michelle Branner 01" 2004-10-27 W 1092006206

3 zzas3 " 0 20040301 ikeller new @ 200 2004-00-03 [T 1094254145
upload Cunningham

4 zes0s M 1 z004-03-04 iiell=m 04" 2004-10-28 [ 1008056602
upload Cunningham —

5 28451 u:;”:d 222 2004-03-01 Michelle Branner 01" 2004-10-27 B 1082905021

nen

¥
f I
6 26452 ke 456 200403-01 Michelle Brenner o' " 2004-10- B l 1002005052

7 26454 u:;”:d 1239567 2004-03-01 Michelle Brenner @0' " 2068.10.27 ]

newy i f [}
e 20242162004-02-01 Michelle Brenner 2004-10427 —

1092906036

2 26455 002005051

Fat1 Helen [l
8 22482 o 2004-0:3-01 MC 13" 2004-09-03 £l
Fatin1 Cunningham =

10 zzazga M 0 20040301 Helzn aw 1

1084254133

' 2004-09-02 e 1004455602

upload Cunningham =

Figure 9 Job Queue
The V-EdPro Editor

Clicking on the ‘Checkout’ or ‘Checkéd out’ icon starts the V-EdPro editor. The demographics of the
chosen job such as the name, date of service, reference number etc have to be filled in the demographics
window. This window can be hidden from view by clicking on the ‘X’ button on the top right corner, to
increase available screen area.

Dermographic Infarmation for Job Mo: 26460 V@
First ICnunt Middlel Lzl I\/incent DOSIEUU4—11—4 N

VedFro MName Name Marne

Wer 411
Fef D |1122334 Line Count ID Commentsl i’
-

Figure 10 Demographic window

The audio file also automatically loads in the background and is played by the player chosen by the
transcriptionist. We recommend using either the Olympus Player Pro or the Express Scribe Player. If you
are saving the file locally and importing into the Olympus Transcription Module please follow the steps on
page 10.



Now, The transcriptionist chooses the template/worktype to use for the job by selecting from the drop-down
menu.

«E EE =

WorkType

o [Vincernt Dos|2un4-11-4

3

[ Arial = 12~ AUtD Sc
| =8| B 7 100% ~ 3.
Pr@- B (H,

- R

Figure 11 Choose Template
The Transcribing Process

As soon as the template and the audio loads, the transcribing can start. Microsoft Word has to be installed
on the computer for the Editor to work. Please remember to click on save often to prevent loss of work due
to a system crash or failure.

The VedPro loads all your word expanders and spell checkers and you have access to all themenus you
used in word. You can pull up the rest of the word menu by clicking on the ‘word’ icon’ and then clicking on
the ‘Click here for Microsoft Word Menu’ Link.

= Dermographic Information for 4ob No: 26460

First Middle Last
VYedPro MName IC MNarme I MNarne
Wer: d.1.1

A

IVincent DOZ[2004-11-4

WorkType

|1122334 Line Count ID Comments ﬂ I EC LI
w

£ Maormal * Times New Roman - 12 > Auto Scroll # Blzlu =
BT R == R B = S s B SR I R 7 B B BN DTN (2 B TR TS - [ ==

Figure 12 The Microsoft Word Menu

~ Demographic Infarmation far Jab Na: 268 ﬁiﬁl
First n Middle Last Ty
‘\fed;{? Neme IEHSE Nams NamEIJamesun DOSlZEIM 10-6 WarkType
er. 4.

RefiD [12345 Line Count [0 Comments i’ | =l
=

4 Normal + Times New Roman > 12 ~pautoscrd # B 7 U =1=-t EEO-2-A-, T

DS SEY 2R n-m-gmgzz@mﬂloo% ~ [2) . Fnal showing Markup ~ Show~ | & % & - &r- @3- & H .
L AEEERERESEENERRE SRR ERRNRREC ERENREREARRRRRRY =
. PROGEERR NOTE

PHYSICTAN MAWME: John Anderson, WD
PATIENT NAME Elise Jarneson
CHART # 12345

DATE OF SERVICE. 035/10/2004

HISTORY OF PRESENT ILLNERS: Kathy is a 9-year-old female who comes inwith a complaint of ear
pain. She was playing yesterday and the ear pain started this morning There has been no fever or ear
discharge or other symptorns

MEDICATIONS: Ibuprofen.
ALLERGIES: NED A

PHYSICAL EXAMTTATION

Vital signs: Weight 61-1/2 pounds. Temperature 97 5 degrees Fahrenheit,

General: She appears alert and comfortable

Skin: Negative to inspection

HEENT: Reveals a dull red left tympanic mermbrane. The ear canals are unrernarkable and there is no pain
on manipulating the pinna

ABSESSMENT: Left otitis media.
PLAN: Symptormatic management was discussed and Kathy was given a prescription for amozxicillin 500

mg 3 times a day for 10 days. If she is doing well and the symptomns resolve completely, no further follow
up is required except for a recheck of the ears in 3 weeks.

W o w4

m

Draw= s | AutoShapes~ ~ = OO 2 - LA-S=EEBE.

Figure 13 The VEdPro Window



During transcription, If you need to take a break you have to click on save button and then close the Vedpro
window. When you come back and re-load the job, the system may prompt you to continue old job or start
afresh. Please click on ‘Continue’ to continue from where you left off.

Once you have completed the job, Click on ‘Save and Process’ to upload the transcribed job. Your job

queue will automatically refresh and the transcribed job s on your queue.

Demographic rifroszmatmnforJob Mao: 26460 e - . ﬂ .’
VedPro oy ICount MName I NamelvmCent DOSIZDD4_11-4 WorkType

Wer 4.1

ReflD |1122334 Line Count ID Comments

| éi [EC =]

Figure 14 The Save and Process Button

An unique self learning feature for the MTsS/LTs

V-DoX provides an unique self learning feature for each and every MT/LT to learn form their errors and
improve on the quality of output. The “Job Review” link in the main screen navigates the MT/LT to the
completed files checked and uploaded after multiple level of QA-ing. The MT/LT is allowed to download the
final reports and track down the posgible errors or confusions.

“dt'eque

Welcome Dento,

TRANSCRIFTION EBS Q

seart Date B |2003-01

FST: 11:03:48 AW, Thursday Movember 18, 2004
Sign In/Out | Logout

Ferzonal Settings | Change Fasaword
areque Community. s | 4

£nd o B2 [2004-11-16 Filter By D.0.5. Range |
Search Mame or Ref. [0 or Job, [0 or Wiew all records I Search |

Job Rewiew. | HELP | Author Comment Report | ‘: Days Performance
oo hawve Job Number 22463 of = total of 3 jobs chedied out ™~

Job Queue For Transcriptionist Demo

i ; b!|

Mo, Jobd Marme Refl0 0.0.5. FAuathior Type Media Length oou File IEI = TATComments o

¥ 1: O MO hiedical Group. Select Author vI IType hd I

1 26830 upnli":d 12345 2004-03-01 Michelle Brenner @ 1o 2004-11-03 yf I 1099955370

2 26980 upnli":d 11223342004-03-01 Michelle Brenner @ 04" 2004-10-27 y" I 1092006208
i Helen @ - Fd

5 mass | T 0 zondosol o CELL L new 20 200409-03 % I 1094254145
= Helan [}

4 2E805 1 20040301 04" 2004-10-29 ] 1099026602
upload Cunningham = l

& zmasq 222 20040301 Michelle Brenner 04" 2004-10-27 25 1092905021
upload =/

& 2452 456 20040201 Michelle Brenner 04" 2004-10-27 o] 1092905053
upload =/

7 ze454  "*"  1334587200403-01 Michelle Brenner @ 04" 2004-10-27 B 1092008035
upload ='

g 2eas5 M 20242152004-03-01 Michelle Brenner 0'E 2004-10-27 BT A0DSO0E06
upload =!
Fat1 3 Helen @ - ) [}

o zzdez o SH U 134" 2004-00-03 = 1004254133

10 zz3z4 M 0 20040301 Il new ' 34" 2004-00-02 BT 1094156602
upload Cunningham —

Figure 15 Productivity Improvement Tools

Click on the Report Link to retrieve the completed docs

2003 Dr. Jaon : MT's Qal's 0QazZ's

260 Larry Daoran 2001684 117 KobashigawaH><_Transr:u|ant_NDte Audio Report Do Doc e 28 DOME
JOHM 2003 Dr. Jan i MT's GQal's 0Qa2's

262 FETERSON 33249745 1117 KobashigawaH}{_Transrzulant_NDte Audio Report Doc Doc e 32 DOME
ROMALD 2003 Dr. Jan : MT's Qal's 0Qa2's

264 LANGE 2745715 1117 KobashigawaHX_TranspIant_Note Audio Report e Doc N 30 DOmE

Figure 16 Your past Jobs



Using the Olympus Transcription Module

On Clicking the Checkout icon the screen prompts you to open or save the file. Click on the Save

button.

|File Download

2)

Some files can harm your computer. If the file information belaw looks
suspicious, aryou do notfully trust the source, do not open or save this
file.

File name: ... 1099940305 2742 26822.dss
File type:  OLYMPUS DSS File

Frorm: ¥areque.com

Would you like to open the file or save itto your computer?

Open | Save I Cancel kore Infa

x|

[v Always ask hefore opening this type of file

Figure 17 Prompt to Save audio file

If this is the first time Create a folder in the C: drive called ‘Vareque’, by clicking and navigating to
the c: drive and then clicking on the ‘New Folder’ Icon.

Imputer

EEE

2[x|

DDSSFRO

My Shared Folder
(iokympus dss player
(CIProgram Files
[IPSFONTS
ISnagit6.2.1
Csysreset

itemp

) WINDOWS

2 Docurments and Settings Create Mew Folder

File narme: |markn_1099340305_8742_26822 dss |

Sawve as type: IOLYMPUS DSE5File

Sawe

Cancel |
2

Ze

Figure 18 Save To C: Drive



|

Sawe in: | &2 DISKZ_VOL1 (C)

5l 02 @

2|

) Documents and Settings
IDDSSPRO

My Shared Folder
\Diolympus dss player
[CIProgram Files
(IPSFONTS

C)Snagit 6.2.1

) sysreset

Sitermp

D WINDOWS

] vareque| ]

File name:

Imarkn_1099940305_8?42_26822.d95

[

Sawve as type: IOLYMPUS DSE File

[

Open

Cancel

i

Figure 19 Create new Folder Vareque if it does not exist

Now once the file is saved in c:\Vareque, you will have to import it into the Olympus Transcription module.

Click on File-Import File as shown below.

. Transcription Module - Message Folder ', Temporary Internet Files'Content.IE54OMT91K3Y \markn_1100076629

File Edit View Tools Download Voice Recogniion Mal Help

Start Transcription...  Col+C

von s lse%( s b -

Corrvert to WaY File.,

I I Fosition Length | -
Impi ... - ﬁ : A ﬁtﬂé
ExportFile.., T; A | oy | @
&
[0 0 T T T

Add Folder.. 0 |30.00 |40.00 | |
Remaoye Folder ! | File MName £ | Jab Mo, | Author | Worl

7 markn_1100076629_7825_2691... 148 D533
Wewr Folder...

Rename Folder

Fropertes...

Exit
=1 Temparary Internet Fles
=11 ContertIES
0] 2unzLaTE
L1 &PoRaIMz
0 oTiwHLY

. T
O OxMvETEZ
£ ga73015N

-{_] Content.Ms0
- oki114

----- ¥, Finished

----- e, Typist ray

Figure 20 Import into Olympus Transcription Module



Navigate to the folder where we had saved the file earlier, ie C:Vareque as shown below

! | FileMame & | Job Mo, | Author | Work T... | Status | Created Date | Completed
7 H Import File 7| X|}/9/2004 1., 11/9/2004
Lookin |53 Varegue x| ® @k Er

[ 2] markn_1099940305_5742_26522.dss

Fleneme |
Files of type: IDSS,M"AV Files (*dss, *wan) ;I Cancel |

—Impoart Folder
® FolderA
¢ FolderB
¢ FolderC
 FolderD
¢ FolderE

— Dption

[~ Deleta the original file after importing

Figure 21 Navigate to c:\vareque

Note the file name syntax, it has the authors name, job number and UID in it. Choose the appropriate file
now to play using the Olympus Player Pro.



