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Getting Started with WinScribe Client

Welcome to WinScribe Client. In WinScribe Client, you and other transcriptionists are known as typists. As a typist, you can:
Connect to a WinScribe server via the Internet / Intranet and work online or offline.
Preview (play) the first few seconds of a job in your My Jobs folder.
Configure your foot pedal to suit your own requirements.
Depending on how WinScribe is set up at your organization, these options may also be available:
Select a job or jobs and move them into your My Jobs folder.
Sort your work in a variety of ways.
Search for a particular job or group of jobs.

Basic Features of WinScribe Client

WinScribe Client is a transcription management and collaboration client that helps you organize and share work with other
transcriptionists. Each transcriptionist may be a member of one or more typist groups, determined by the WinScribe System
Manager.

Getting Assistance While You Work

Press the ‘@ button to open the online help file. To scroll through a table of contents for Help, click the Contents tab. When you
want to search the index, click the Index tab. When you want to search for specific words or phrases, click the Search tab.
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Working Online or Offline

With WinScribe Client working online means you are connected to a WinScribe server either via:

Your internet connection using a modem or DSL (Digital Subscriber Line); or
Via your company LAN / WAN (Intranet) connection.

To use WinScribe Client, you must logon using a valid user id and security code. See your System Manager for assistance.

When Working Online or Offline You Can

Work on a job in your My Jobs folder.

Move a job into your My Jobs folder and then work offline.

Return one or more jobs to your Shared Jobs folder (if your permissions allow you to).
When online, allocate one or more jobs to another typist (if your permissions allow you to).
Manually refresh your folders to see if more work is available.

Place a job on hold.

Add new personalised folders that filter and sort jobs to your own requirements.

Add or remove columns to your job list to show only the information you require.



Logging On

1. Click Start | Programs | WinScribe | WinScribe Client. The Logon dialog box is displayed.

WinScribe Client Logon

59 WinScribe®

Caopyright [c] 2001-2005 WinScribe Inc Led
“ersien 4.0.3

Typist User Id|3l]5l] |

Security Code|"" |

W Szve Password
[ werk Off-Lin=

Lo JI

Cancel

]

You may not see the login window if single signon functionality is enabled in your organization.

2. Enter your user id and the security code supplied by your System Manager.
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If you want to work offline, (if you have jobs in your My Jobs folder) click the Work Off-Line tick box.
4. If you want to store logon information so that you do not have to enter it each time you connect, click the Save Password

tick box.
5. Click OK.
Notes:

When a new user logs on for the first time, default hardware settings from the previous user are applied.
Itis a good idea to change your security code from time to time to protect the confidentiality of your work.
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You can select to go on or offline at any time by clicking the connection status in the main window and choosing the relevant
option. When you are offline, the server jobs queue is hidden. You can continue to work on jobs in your personal queue
while offline.

Going offline does not disconnect your internet connection if you are using a modem.

When working offline, completed jobs, rejected jobs and changes to the on-hold status are not updated on the server until
you next go online.

Logging on via Modem

When you logon to WinScribe in online mode, if the PC is configured to use a modem, then the normal Internet dialing dialog box
is presented allowing you to select your internet service provider.

AN

(6]

9.

Click Start, point to Programs, point to WinScribe, and then click WinScribe Client. The Logon dialog box is displayed.
Enter your user id and the default security code supplied by your System Manager.
If you have jobs in your personal queue and want to work offline, click the Work Off-Line tick box.

If you want to store logon information so that you do not have to enter it each time you connect, click the Save Password
tick box.

Click OK. The Dial-up Connection is displayed.

From the Connect to list select the ISP (Internet Service Provider) you wish to connect to (only required if you have accounts
with more than one ISP).

Enter your user name and password.

If you want to store logon information so that you do not have to enter it each time you connect, click the Save password
tick box.

If you want to connect automatically the next time you logon to WinScribe, click the Connect automatically tick box.

10. Click Connect.
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Notes:

If you use a non-standard dialer, then you will have to manually connect to the Internet prior to logging on.

For PCs using a LAN based connection to the Internet, No dialing dialog box is presented. The LAN connection is used
automatically.

Setting Up an Internet Connection

When you logon to WinScribe in an online mode, if the PC is configured to use a modem, then the normal Internet dialing dialog
box is presented allowing you to select the Internet service provider. If you use a non-standard dialer, then you will have to
manually connect to the Internet prior to logging on.

For PC's using a LAN based connection to the Internet, No dialing dialog box is presented. The LAN connection is used
automatically.

Connecting to the WinScribe Server via the Internet

Connection to the WinScribe server is carried out using the standard Windows Internet settings for Windows. You need to have
already set-up an account with an ISP and you can then use the Windows Internet Connection Wizard to connect to the
WinScribe server using your internet connection.

Windows Internet Connection Wizard

To create an internet connection to your account, the Internet Connection Wizard collects all the necessary information from you
and then creates the connection.

If you are not already running the wizard, you can start it from Internet Explorer as follows:

1. On the Tools menu in the browser, click Internet Options.

2. Click the Connections tab, and then click Setup.

3. Follow the instructions on your screen.
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For PCs using a LAN based connection to the Internet, No dialing dialog box is presented. The LAN connection is used
automatically.

Note: Before you create an internet connection, check with your internet service provider (ISP) to verify the required connection
settings. A connection to your ISP may require one or more of the following settings:

A specific IP address.

IP header compression (for PPP).

DNS addresses and domain names.

POP3 settings.

SMTP settings.

Optional settings, such as Internet Protocol Security.
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The WinScribe Client Control Panel

This section describes the functions available on the main WinScribe Client control panel.

WinScribe Client

WinScribe y
Menu Home | Settings @1 Online Help
(gAdd ~ (_{J
Toolbars 1| - ,‘ j fjé b,l J QI PRename v = 4On Break
Start  Next Preview Reject On/Off Retype Refresh Properties
Selected Hold %I Delete
Transcribe Actions Folders Job Miscellaneous
My Jobs Drag a column header here to group by that column —+— Column Grouping
[T Trudi Harri
Pl (o2 I [0 [ Fo [Asto [oom [oemt.. [Tymete.. || |seis__ |mwmet 3— Column Headers
& My Jobs |— Search Fields
2, shared Jobs (4)[4] 0 a Report Ad ple aiting fo ]
Folders (& Completed Items (15)[20] 128 10 7. Frank.. Report Administ.. Sample Ty.. .. Waiting fo...
C’J Outbox 133 1. 0. Frank.. Letter Administ.. Sample Ty... ... Waiting fo...
@ ] search Folders 135 12 7. Sampl.. Memo Sample D.. Sample Ty... .. .. Waiting fo...
&) My Work In Progress .
) Priority jobs ; Job _Llst
& Overdue jobs (Active Folder)
Folder ¥ Managed Jobs
Tabs B, Groups and Typists
I
4jobs Last folder update: Monday, 8 June 2009 1:32p.m. | (g Connected to WinScribe Server v .
|

Connection Status
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The WinScribe Menu
Click on the WinScribe logo (in the top left corner) to display the WinScribe Menu.

(D) ES

i Import  »

N

ﬁ Export  »

N g

[ s Prink 3

».-J_ Reports  »
Prepare »
"_r'_. Close
[ options | [ it Winseribe

Option Description
Import Imports jobs (page 56) from an external device such as a portable recorder.
Export Exports a list of jobs and their details into Microsoft Excel.
Print Enables you to print (or preview) a list of all jobs in the currently selected folder:

Print: Opens the Print window for you to select a printer and configure print options.
Quick Print: Sends the job list directly to the default printer.

Print Preview: Opens a Preview window. The toolbar on the Preview window enables you to format the job
list, configure page and printing options, and print, export or email the job list.
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Option Description
Reports Opens the WinScribe Report Wizard for you to generate Productivity reports (page 69).
Prepare Opens a menu that enables you to select Properties or Templates:

Properties: Opens the Properties window for the currently selected job in the job list. Refer to Job
Properties (page 46) for further details.

Templates: Opens the Templates window for you to create and edit templates. Refer to Working with
Templates for further details.

Close Closes WinScribe Client.
Options Opens the Options window for you to configure your WinScribe Client settings (page 75).
Exit WinScribe | Closes WinScribe Client.

Toolbars

The toolbars in WinScribe Client are grouped under three tabs:
The Home Tab
The Settings Tab
The Workflow Tab
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The Home Tab

When WinScribe Client is first opened, the Home tab is displayed.

Home Settings 9
| | = {4l Add - 3
1' b i oy ‘ ‘ ) J
- - = ‘I—. | O] {/IRename v =S -, On Break
Start Next Preview Reject On/Off Retype Refresh Properties
Selected Hold % Delete
Transcribe Actions Folders Job Miscellaneous
Button Action
Opens the job that is currently selected in the job list.
o T Note: The job will only open if it is available for download or already downloaded, and if your security
Seleacrted permissions allow you to open the job.
-+ Opens the next job in your My Jobs folder.
Nest Note: High priority jobs are opened before normal priority jobs.
Plays the first few seconds of audio for the selected job. The number of seconds of audio played is
i determined by your setting in the Preview Seconds field in the Options (page 75) window.
Presiam

L

Rejeck

Note: Jobs can only be previewed if they are allocated to you (in your My Jobs folder).

Click to reject a job that you have downloaded or that you have been allocated. This removes the job from
your My Jobs folder, changes the status of the job back to Waiting For Typist, and makes it available for
another typist to download.

Note: You can only reject jobs if you have the appropriate permissions.



Button

OnfOFF
Hald

)
Retype

[ Acdd

[ Rename

% | Delete

-
-

Refresh

o R
.

Properties
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Action

Click to place the selected job on hold if you are unable or do not wish to complete it now. Click again, to
remove the On Hold flag.

Refer to Placing Jobs On Hold (page 52) for more details.

Click to retrieve the selected job from your Completed Items folder and put it back into your Inbox. This
changes the status of the job from Completed to Waiting for a Typist, enabling you to revise or retype the
job.

Adds (page 28) a folder with the currently active filtering options.

Renames (page 29) the selected folder. You can only rename folders that you have added. Default folders
cannot be renamed.

Deletes (page 29) the selected folder. You can only delete folders that you have added. Default folders
cannot be deleted.

Refreshes the current display, showing any new jobs or jobs updated since the display was last refreshed. If
Auto Refresh (page 80) is turned on, the display is automatically refreshed at set intervals.

Opens the Job Properties (page 46).
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Button Action

Click when going on a break. This reduces your toolbar so only the On Break and Chat buttons are shown.
Click the On Break button again when you are ready to resume work.
WinScribe tracks your work, as follows:
If a job is open (the Playbar is visible), you are recorded as working on that job.
If no job is open but the On Break button is not used, you are recorded as inactive.
If the On Break button is clicked, you are recorded as away on a break.
These statistics can be reported on using the Typist Productivity Report.

L 0n Break

Opens the Chat window (page 63) to enable you to send and receive text messages from one or more of

3y Chat S
v your fellow transcriptionists.

The Settings Tab
Click the Settings tab to display the Settings toolbar.

] Templates

G9

Options Scripts Password

[[] Enable Chat

Settings

Tools

Options

Action

Opens the WinScribe Client Options (page 75) window enabling you to update and modify your settings.
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Button Action
} Opens the WinScribe Script Editor (page 73), enabling you to write scripts to automate aspects of the
Scripts transcription process.
P l
=} Opens the Security (page 60) window enabling you to change your password or internet security details.
Passward
— Templates Opens the WinScribe Template Manager (page 71) for you to set up templates.

Tick this checkbox to enable WinScribe Chat (page 63). The Chat button on the Home toolbar is only visible

bl Chat when this option is selected.
naple 3

Clear this checkbox to disable chat and set a 'do not disturb' flag. If a typist tries to send you a chat message

while this option is turned off, they receive an error advising that you are offline.

The Workflow Tab
Click on the Workflow tab to display the Workflow toolbar.

This toolbar is only visible if you are a Group Typist Manager or a Facility Typist Manager and you select the Groups and Typists
(page 27) folders tab.

‘\'-‘\‘_;/" Home Settings " S—— " @
L £ E2

Move  AddTypist Remove Refresh
Typist
Jobs Groups




Button
9
k4
Move

¢

Add Typisk

€l

Remowve
Typist

-
-

Refresh

Action
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Use to allocate (page 54) a job to a specific typist or typist group. You can only move jobs if you have the

Allocate Jobs to Others permission turned on in WinScribe Web Manager.

To add a typist to a typist group:
Locate the typist and select the checkbox next to their name
Select a typist group
Click the Add Typist button.

(If you are a Group Typist Manager, the typist must be a member of a typist
group you belong to, or that typist will not be visible).

‘ Groups and Typists |
[ 8, sales Group

[C18, sample Typist Group
[ &, standard Form Group
(W) 2% iStandard Letter Group |
3 () &3, all Typist

] g Peter Jones

[0 & Paula Hedley

] g Samantha Black

g Mara Hall

[0 & 1ane wheat

To remove a typist from a typist group, tick the checkbox belonging to the typist you wish to remove and click
the Remove Typist button. This action can only be performed if you have the Allocate Jobs to Others

permission turned on in WinScribe Web Manager.

Refreshes the current display, showing any new jobs or jobs updated since the display was last refreshed. If
Auto Refresh (page 80) is turned on, the display is automatically refreshed at set intervals.
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The Job List

The list of jobs in the main job window includes information on each job. You can use the Column Chooser (page 31) to customize
which columns are displayed.

Jobs shown in bold have not yet been downloaded from the WinScribe Server.

You must be online to download a job from the WinScribe server, and you cannot open or work on a job unless you have
downloaded it.

Once you have downloaded a job from the WinScribe server, you can work on that job whether you are online or offline.
To download a job, drag the job into your My Jobs folder, or double-click on the job. The job will then be assigned to you.

{ ) Tip: Use CTRL + SHIFT + HOME -to move to the top of the list and CTRL + SHIFT + END to move to the end

The following symbols may be displayed:

Symbol | Description

! Jobs that have been marked as high importance have this symbol in the priority column and are highlighted in red.

. Jobs that have been placed on hold display a flag in the On Hold column. You can place a job on hold if you are unable to
? finish the job (for example, if you require more information from the authory).

If a job has speech recognition text attached to it, an icon is displayed in the Speech Recognition column:

A blank page indicates the speech recognition process is still being run, and the text is not yet available. The status
(Waiting SR) is displayed next to the page icon.

A lined page indicates that the speech recognition job is ready for transcription. The status of the speech recognition
text (Waiting Correction) is stated next to the icon.

) i

W
A ticked page = indicates that correction of the speech recognition text has been completed. The status of the speech
recognition text (Corrected) is stated next to the icon.

If a job has one or more files attached to it, this symbol is displayed in the Attachments column.
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Job Number

A unique number assigned to each job by WinScribe. Job numbers are sequential and are assigned automatically when the job is
created.

Key Field

The Key field is a reference number that has meaning within your organization. For example, a hospital may use a patient number
as a key field, whereas a legal firm may use a matter number. The key field can contain letters and/or numbers.

Folders

There are three folder tabs that control the folders you see:
My Jobs (page 23)
Managed Jobs (page 25)

2

L

My Jobs

M Managed Jobs

™

2 Groups and Typists Groups and Typists (page 27)

-1l Click on the required tab to make it active in the view.

r
Use the buttons to hide one or more of the tabs (Show Fewer Buttons), or to unhide them (Show More Buttons).
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What Are The Numbers in Brackets?

My Jobs

i Trudi Harris
=) Inbox (2)[5]
1 My Jobs [3]
. shared Jobs (2)[2]
{# Completed Items (19)[36]
&1 outbox
[ g search Folders
W) My Work In Progress [3]
W Pricrity jobs
2] Overdue jobs (1)[2]

My Jobs

My Jobs

i Trudi Harris
=) Inbox (2)[5]
1 My Jobs [3]
. shared Jobs (2)[2]
# Completed Items (19)[36]
&1 outbox
[ g search Folders
W) My Work In Progress [3]
W Pricrity jobs
2] Overdue jobs (1)[2]

The first number in brackets is the number of jobs within the selected folder that have
not yet been downloaded from the WinScribe Server.

The second number in brackets is the total number of jobs in the folder.

If you are working offline you will only be able to work on jobs you have already
downloaded from the WinScribe Server.

The My Jobs tab displays:

All jobs allocated to you

All jobs allocated to typist groups you belong to
It does not include jobs allocated to other typists.

Folders in the My Jobs Tab
The following subfolders are available within the My Jobs Tab:
Inbox
Completed Items
Outbox
Search Folders
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The Inbox
Selecting the Inbox shows you all jobs available for viewing in the My Jobs tab.
Jobs are sorted into the following sub-folders:

My Jobs

This folder shows:

Jobs that have been allocated specifically to you by the System Manager or by an Author. These jobs are shown in bold
until you have opened them for the first time, or they have been downloaded from the server.

Jobs that you have dragged into this folder from the Shared Jobs folder (therefore allocating those jobs to yourself).
Jobs that you have downloaded.
Jobs that have been allocated to you by another typist.
Jobs that you have started transcribing but have not completed.
Shared Jobs
This folder shows jobs that have been allocated to typist groups you belong to.

The Completed Items Folder

This folder shows jobs that you have completed typing. If a job that you have marked as completed needs revision, you can take
the job back out of the Completed Jobs folder by selecting the job and clicking the Retype button. This moves the job back to
your My Jobs folder, and changes the status of the job to In Typist Queue.

The Outbox
This folder displays jobs that are waiting to be uploaded to the Server.
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Search Folders
The Search Folders provide additional filtering of jobs allocated to you or to typist groups you belong to.

My Work in Progress
This folder shows all the jobs that you have downloaded from the server, including any you are currently typing.

Priority Jobs

This folder shows all jobs from the Inbox that are marked as high priority

Overdue Jobs

This folder shows all jobs from the Inbox that have a Finish By date that has passed, making the job overdue.

Note that you can add additional folders as required. Refer to Working With Folders (page 28) for information on adding,

renaming and deleting custom folders.

Managed Jobs
The Managed Jobs tab is only displayed if you are a Group Typist Manager or a Facility Typist Manager.

| The jobs that are visible depend on your level of security:
If you are a Facility Typist Manager, the Managed Jobs folder shows all jobs allocated
to all typists and typist groups in your facility (including yourself).

| Managed Johs

[ Managed Jobs

[
! Personal Jobs (54)[83] If you are a Group Typist Manager, the Managed Jobs folder shows all jobs allocated
@ Shared Jobs (136)[196] to all typist groups you belong to, and all typists belonging to those groups (including
I Completed Ikems y ourself)

[Z] 2 Search Folders
! wark In Progress [29]
' Priority jobs {4)[13]
' Overdue jobs {6)[7]
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The Inbox
Selecting the Inbox shows you all jobs available for viewing in the Managed Jobs tab.
Jobs are sorted into the following sub-folders:
Personal Jobs
This folder shows jobs allocated to specific typists, as follows:
Jobs that have been allocated to you or to another typist in your typist group(s) by the System Manager or by an Author.
Jobs that you have dragged into this folder from the Shared Jobs folder (therefore allocating those jobs to yourself).

Jobs that have been downloaded by you or by another typist in your typist groups (thereby allocating those jobs to the
specific typist who downloaded them).

Jobs that have been allocated to you or a typist in your typist group(s) by another typist.

Jobs that you or another typist in your typist group(s) have started transcribing but have not completed.
Shared Jobs
This folder shows jobs that have been allocated to typist groups you belong to.

The Completed Items Folder

The Completed Items folder shows all jobs completed by other typists. If a job that has been marked as complete needs revision,
you can take the job back out of the Completed Jobs folder by selecting the job and clicking the Retype button. This moves the
job back to the My Jobs folder of the Typist who completed the job, and changes the status of the job to In Typist Queue.
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Search Folders
The Search Folders provide additional filtering of jobs allocated to you or to typist groups you belong to.

My Work in Progress

This folder shows all the jobs from the Inbox with a status of In Typist Queue or Being Typed that have been downloaded
from the server.

Priority Jobs

This folder shows all jobs from the Inbox that are marked as high priority.

Overdue Jobs

This folder shows all jobs from the Inbox that have a Finish By date that has passed, making the job overdue.

Note that you can add additional folders as required. Refer to Working With Folders (page 28) for information on adding,
renaming and deleting custom folders.

Groups and Typists
The Groups and Typists tab enables you to see jobs allocated to individual typists or typist groups.

| If you have the Allocate To Others permission setting enabled, you will be able

| Groups and Typists
to drag and drop jobs from the job list into a typist or typist group's folder to

Current Yiew

allocate them to that typist or typist group.

= 8 ::j;?;?:,pist Group If you are a Group Typist Manager or a Facility Typist Manager, selecting the
[ & Faye weldon Groups and Typists tab automatically opens the Workflow tab enabling you to
[J 2 Gary Smith manage your typists and typist groups. You can add or remove typists from
[J 2 Greg Allen ¢ typist groups, or move typists from one typist group to another. You can do this
U Jane Jones ¢ by simply dragging and dropping a typist into the required group, or by using
[ 2 sample Typist

O], secondary typists the buttons on _the Workflow (page 19) tab.
L 1 A Globe icon L~ indicates typists that are currently online.
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Working With Folders

A default folder structure is provided with WinScribe Client. These default folders cannot be renamed or deleted. However you
can add as many new folders as you wish, in order to filter your jobs to your precise requirements.

Adding Folders

1. Select the parent folder in which the new subfolder will be created. For example, if the new folder will be a subfolder from
the My Jobs folder, select the My Jobs folder.
2. Select your filtering options for the new folder as follows:
»  Decide on the column(s) you wish to use to filter the folder contents
»  Hover the mouse over that column header, then click on the small [ arrow that appears.
»  Choose your required filtering option (page 36).
»  Repeat this process if necessary until you have the filtering you require.
3. Click the Add button on the toolbar to add the new folder.

- v WinScribe Client = B B
b4 Home Settings @
= “l o "
) 4 4 el@o ¥ 2O
- o - {# Rename +0n Break
Start Next Preview Reject On/Off Retype 5 Refresh Properties
Selected Hold % Delete
Transcribe Actions Folders Job Miscellaneous

4. Type a name for your new folder. Press the Enter key or click outside the folder tree to save your new folder.
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Renaming Folders
Every now and then you may want to rename a folder. You can only rename folders that you have added (page 28).

1. Select the folder you wish to rename.
2. Click the Rename button.
3. Type a new name for the folder. Press the Enter key or click outside the folder tree to save your changes.

Deleting Folders
When a folder is no longer needed, you can remove it. You can only delete folders that you have added (page 28).

1. Select the folder you wish to delete.
2. Click the Delete button.

Once you have deleted a folder it cannot be recovered. You must add the folder again.

Columns

In the Job List you can:
Resize columns by hovering your mouse over the edge of the column header until it forms a double-headed arrow <>, then
dragging the column to the required size. You can also use the right-click menu to automatically resize your columns for the
best fit (page 30).
Reorder columns by dragging and dropping a column header to a new position in the grid.
Remove columns by dragging them down from the column header section into the Job List. When a black cross appears over
the column header, release the mouse to remove the column. You can also add and remove columns using the Column
Chooser (page 31).

The columns also enable you to sort, group, and filter your data, as outlined below.
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Resizing for Best Fit

The Best Fit option enables you to automatically resize the columns in the Job List so they are the optimal width in order to
display the data they contain.

Al Sart Ascending To automatically resize a single column, right-click on the

z) . required column header and select Best Fit.
a4 Sort Descending

To automatically resize all your columns, right-click on any

column header and select Best Fit (all columns).
= Group By This Calurmn

E5 aGroup By Box
&2 Colurnn Choossr

[— Best Fit

" Filter Editor

Best Fit {all columns)
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The Column Chooser

#| Sart Ascending The Column Chooser enables you to customize the Job List by adding or removing columns,
2| Sort Descending including reinstating columns that you have previously removed from the Job List.

To open the Column Chooser, right click on any column header and select Column Chooser.

= Group By This Colurn
ES | Group By Box
J'j Column Ch

=] Best Fit
4 Filker Editor

Best Fit {all columns)

Customization : The Column Chooser window shows all column headers not currently included in the

Completed On current Job List display.

To add a column to the Job List, select the column name in the Column Chooser, and
drag it into the required position level with the other column headers.

To remove a column from the Job List, click on the column header and drag it into the
Column Chooser.
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Sort by Column Data

You can sort by the data in a particular column by clicking the column header. An arrow is displayed on the active column to
show that the grid is sorted using the data in that column. The direction of the arrow (up or down) shows whether the data is
sorted in ascending or descending order. Click the column header again to change the order in which it is sorted.

Finish By The arrow shows that the data in this column is sorted in descending order.

Right-clicking on a column header provides another method of selecting sorting options for the selected column:

Al Sort Ascending To sort a column, right-click on the required column header and select either Sort

Ascending or Sort Descending.

Clear Sorting To clear any sorting that has been applied to the column, right-click on the required
column header and select Clear Sorting.

= Group By This Column

ES | Group By Box

g8 Calumn Chooser

=] BestFit

w Filter Editor

Best Fit (all columns)



Group by Column

Group your data by dragging a column header above the others, as shown below.

Department ™

+

v | 1] | Job Mum,.. Finish By + | Job bvpe Author

Department: Insolvency (4 Jobs, 62.0 mins)
Department: Litigation (18 Jobs, 58.0 mins)
[=) Department: Regulartory {167 Jobs, 240.2 mins)

534 31,/01,/2011 10:28 a.m. Standard Dictation  Philip ¥ian

533 18/12/2010 11:54 a.m. Standard Dickation Philip vian

531 18/12/2010 11:45 a.m. Standard Dickation Philip vian
g 529 18/12/2010 11:02 am. Standard Dictation  Philip ¥ian

This job has attachments!
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In this example, the Job List has been grouped by Department, as the Department column has been dragged into the Column
Grouping box above the column headers. The list is then sorted within Departments, in descending order using the Finish By

column, indicated by the * arrow on the column header.

To remove the grouping, simply drag the grouping column header back down to the level of the other columns.
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Multi-level Grouping
You can drag as many columns as you like into the Column Grouping box above the other column headers. This will create a
hierarchy of grouping, as shown below.

Ciepartment
Job bype

| H | v | 1] |J0b Mumber |Finish By Typisk @roup Status

|||| ||)|

Department: Insolvency (4 Jobs, 62.0 mins)
Department: Litigation (18 Jobs, 58.0 mins)
] Department: Regulartory {167 Jobs, 240.2 mins)
Job type: 03 (2 Jobs, less than 1 min)
Job type: Kevin Boyd (1 Job, 0.1 mins)
=] Job type: Standard Dictation (164 Jobs, 240.1 mins)
Author: E, de {Ester), EBO Boer (1 Job, less than 1 min)

B Author: Philip ¥ian (162 Jobs, 240.1 mins)

244 Z21/07/2009 Z:40 p.m.  Pool Typists Waiting for byping

246 24/07/2009 2:37 am. Pool Typists Waiting for byping

Z18 1900742009 5:06 p.m. Pool Typisks Wi aiting For Eyping

220 1900742009 5:08 p.m. Pool Typisks Wi aiting For Eyping

221 1900742009 5:09 p.m, Pool Typisks Wi aiting For Eyping z

In this example, jobs have been grouped firstly by Department. Then within those Department groupings they have been
grouped by Job Type. And finally, within the Job Type groupings, they have been grouped by Author.

Right-clicking on a column header provides another method of selecting grouping options for the selected column:
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Al Sart Ascending To group by a column, right-click the required column header and select Group By This

2] sort Descending Column.
To clear a grouping that has been applied to the column, right-click on the grouped
column header and select UnGroup.

"— Group By This Column . .
(The UnGroup menu option is only shown when a grouped column header has been

E5 Group By Box selected).
&2 Column Chooser
=] BestFit

" Filter Editor

Best Fit (all columns)

Hiding or Displaying the Column Grouping Box
The Column Grouping box displays above the column headers, and is used when grouping columns. If you are not using grouping,
you can hide the Column Grouping box and free up screen space to display jobs.

Column Grouping

Drag a column header here to group by that column

(¥ [ 1 [0 [sobN.. [sobtype | Author | Department | Fsh By

[key » [status [ rypsst ]

Wendy Lee Administration 3462 In typist qu... TrudiHarris ,iﬂi
10-Jun-2009 2:29 p.m. 4523 In typist q... Trudi Harris

! 254 Report

In typist q... Trudi Harris

229 File Notes Sample Author Sample Departm... 22-May-2009 9:28 a.... 6478
In typist q... Trudi Harris

v 252 Report Wendy Lee Administration : 9876
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A Sart Ascending To hide or display the Column Grouping box, right-click on any column header:

il sort Descending To hide the Column Grouping box, select Group By Box.
To redisplay the Column Grouping box, select Group By Box again.

= Group By This Colurn

= Grol up By Box
éi Column Chooser
= Best Fit

w Filker Editar

Best Fit {all columns)

Filtering Columns
This section describes four different methods to filter column data:

Filter Using Column Headers (page 37)
Filter Using the Search Fields (page 37)
Create Custom Filters (page 39)

The Filter Editor (page 40)

You can also clear filters (page 43) you no longer require.
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Filter Using Column Headers

Filter your data by hovering your mouse over a column header until a small & arrow appears. Click the arrow to select your filter
criteria:

All: Clear any existing filters in this column. Typist Group %:l..u}' —

Custom: Opens the Custom AutoFilter window, enabling you to design

your own, more complex filters. (Custom)
(Blarks)

(Mon blanks)
Blanks: Only show those jobs which have a blank entry (no data entered) Lahaut & Persions

in the selected column. Paol Typists
Non Blanks: Only show those jobs which do not have a blank entry in the
selected column.

Refer to Custom Filters (page 39) for more details.

In addition, a list of existing field names will be shown. Select one of these field names to only show tasks with that field name.

Filter Using the Search Fields

The fields directly underneath the column headers can be used to set up filters for the columns. Click on any of these fields to
select or enter filtering options for that column.

Drag a column header here to group by that column
(V¥ [ 1 [0 [xbN. [sobtype [author | Department Finish By [key » |[status Typist —— Column Headers
|— Search Fields

! 254 Report Wendy Lee Administration 3462 In typist qu... Trudi Harris
10-Jun-2009 2:29 p.m. 4523 In typist q... Trudi Harris
229 File Notes Sample Author Sample Departm... 22-May-2009 9:28 a.... 6478 In typist q... TrudiHarris
v 252 Report Wendy Lee Administration 9876 In typist q... TrudiHarris

There are two types of search fields:
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1. | 2obtype Dickated On | K The first type of search field are those fields in which you select the
required filtering option from the list provided.
.4l Gecr. (A These fields are:
BF-Insaolvency (=
BF-Insolvency, A50 The Priority field The Author field
-EE:IT”;D"’E”C% U The On Hold field The Typist field
BF-Tax, 430 The Attachments field The Typist Group field
\BF-Transactions The Job Type field The Downloaded field
The Department field The Status field

2. | Dickated On
12|

so as you type, filtering is active. For exa

The second type of search field is where you type in a number or character. Jobs shown
will be restricted to those that match the data being entered. Partial matching is enabled,

mple, when you type in the first digit of a number,

jobs shown will be those that have that number as the first character in the selected

column.

These fields are:

The Job Number field
The Dictated On field
The Key Number field
The Length field

The Custom fields

The Finish By field

The Speech Rec Status field
The Typing Time field

The Completed On field
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Create Custom Filters

The Custom AutoFilter window enables you to set up your own custom filter for the column.

Custom AutoFfter (@
Show rows where:
Author
|EE|LIE||S | [Wendy Lee |
@ad Oor

| Ok ||[ Cancel ]

Select your criteria using the drop down boxes. For example, if creating a filter on the Author column you might select to show
jobs for a selected author.



The Filter Editor

21 sSort Ascending

2] sort Descending

= Group By This Colurn
ES | Group By Box
£8 Calurnn Chooser

=] Best Fit

% Filker Editor

Best Fit {all columns)

displayed.
To open the Filter Editor window, right-click on a column header and select Filter Editor.
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The Filter Editor enables you to create more complex filters in order to control which jobs are

Each word or phrase in the Filter Editor window is a field. When you click on any field, more options are displayed from you to

select from.

+- [Department] Equals Administration
+[Job type] Equals Report
i [Priority] Equals High

- [Attachments] Is blank

- [Author] Does not equal |

I oK J I Cancel I [ Apply
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Using the Filter Editor
1. Click the red link (by default this is set to And) to select the required condition from @@ &nd
the list: @ Cr
And: All conditions in the filter must be met for a record to be included. @ Mot And
Or: One or more of the conditions in the filter must be met for a record to be @ Mok Or
included.
Not And: Only one of the conditions must be met for a record to be included. If =+ Add Condition
more than one is met, it is excluded. =¥ add Group
Not Or: None of the conditions must be met for a record to be included. If any # Clear Al
of the conditions apply to a record, it is excluded.
2. The first condition is displayed. Editit as follows: & Filter Editor
a. Click the blue link and select the required column for the filter to And©
be applied to. ..[3ob typeJiEquals <enter a value
b. Click the green link and select the required operator. The options D attacments
available will depend on the column selected for the filter. Author
Author Id
c. If the selected operator requires a value, click the grey link to completed On
enter or select it. For example, if the operator selected is Equals, g
you need to enter or select the value that must be in this column Custam 1
for the filter condition to be met. Custam 2
If your condition is 'Job Number is greater than 1000', then only Custam 3
jobs with job numbers higher than 1000 will be displayed when Custom 4
Custom 5

the filter is applied.

Department Il

Dictated On




saproType Client Guide 4 | Page 38

d. Some operators require or give you the option to enter And

more than one value. For example, if the selected ‘. [Typist Group] Is ary of {BF-Tax, center a value =)
operator is Is Between, you need to enter thetwo e

values between which the condition will be met.

If the selected operator is Is Any Of, you can click the
plus button to add more values.

Add more conditions as required by clicking the © button. Alternatively, you can use the Insertor i
Add key on your keyboard, or click the red link and choose =+ Add Condition

If required, you can add a group of conditions by clicking the red And

link and choosing =" Add Group . > [Jab Mumber] Is greater than 1000

This enables you to set up complex filter structures, in order to [Authaor] Is any of (Pierre Corbaz, Philip Yian)
precisely control the jobs included in the Job List when the filter is e O

selected.

------ [Typist] Equals Ali Kroon
- [Priority] Equals High

To remove a condition, click the & button. Alternatively, you can use the Delete or Subtract key on your keyboard.
To clear all filters and start again, click the red link and choose # Clear Al
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Clearing Filters

It is easy to remove or edit filters that have been applied. Any filters currently applied are shown in a status bar at the bottom of
the Job List window.

| et | v | T} | Job Mumber Job bype Typist Group Status
Poal Typisks Waiting For kyping
33 Standard Dictation Pool Typists W aiting for typing
34 Standard Dictation Pool Typists W aiting for typing
g 56 Standard Dictation Pool Typists W aiting for typing
14 103 Standard Dictation Pool Typists W aiting for typing
14 104 Standard Dictation Pool Typists W aiting for typing
14 105 Standard Dictation Pool Typists W aiting for typing
4 107 Standard Dictation Pool Typists W aiting for typing
4 106 Standard Dictation Pool Typists W aiting for typing
126 Standard Dictation Pool Typists W aiting for typing
El [Typisk Group] = 'Poal Typists' And [Skatus] = “Waiting Far typing'
The Filter Status Bar
Clear filter Filter description Edit current filter

E [Typist Group] = 'Pool Typists' And [Status] = "Waiting for typing'

Switch filter on/off List of recently applied filters
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Icon Name Description

[x] Clear filters Click to remove the current filter(s)

Switch filters Clear this checkbox to disable the current filter(s). Re-select to enable the current filter(s)
on/off again.

List of recently- Click the arrow or on the filter description to view a list of recently-applied filters. You can
applied filters re-apply one of these previous filters by selecting it. In this case the current filtering will be

discarded and the newly selected filter will apply.
Edit filters Click the Edit Filter button to display The Filter Editor (page 40) for you to edit the currently

applied filter(s).

Searching for Jobs

In addition to the filtering methods outlined above, a number of fields can be used to search for jobs by entering a value directly
underneath the column header.

Drag a column header here to group by that column
(¥ [0 [0 [soon. [obtype  [author Department Finish By [key » |stats Typist —— Column Headers
| — Search Fields

! 254 Report Wendy Lee Administration 3462 In typist qu... Trudi Harris
10-Jun-2009 2:29 p.m. 4523 In typist q... Trudi Harris
229 File Notes Sample Author Sample Departm... 22-May-2009 9:28 a.... 6478 In typist q... TrudiHarris
\ & 252 Report Wendy Lee Administration 9876 In typist q... TrudiHarris

The following fields are searchable:
The Job Number field
The Key Number field
The Dictated On field
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The Length field
The Custom fields
The Finish By field
The Speech Rec Status field
The Typing Time field
The Completed On field
Search on any of these fields by entering a number or character. The jobs displayed are limited to those that match the data

entered. Partial matching is enabled, and filtering starts as you type. For example, when you type in the first digit of a number,
jobs shown will be limited to those that have that number as the first character in the selected column.



Working With Jobs
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Job Properties

Click the Properties button on the Home tab to open the Properties Window for the selected job. This enables you to view all job
information, and to edit the information if you have the appropriate permissions.

My Jobs

i Trudi Harris
= ] Inbox (7)[8]

3. shared Jobs (3)[3]
i# Completed Items (19)[31]
& outbox
[=] ] Search Folders
q_ﬂ My Work In Progress [1]
1z Priority jobs (1)[2]
Q_ﬂ Overdue jobs (1)[1]

2, My Jobs

@ Managed Jobs

Q) Groups and Typists

Workflow

Department:  Administration

Job type: Report

Priority: !
Finish By: 12-Jun-2009 11:04 a.m.
Motes

Custom Data

Account number: 6365

This job has attachments! Please ensure copy is sent to Dr Brown

Participants
Author: Wendy Lee
Typist: Trudi Harris

Typist Group:  Pool Typists

Status

Status: In typist queue
Onhald:

Attachments: g

Timing

Dictated On: 10-Jun-2009 11:04 a.m.
Completed On:

Typing Time: 0:00:00

Length: 0:08:31

E]E] Record 3of 5 E]@V XI<J
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When the Properties window is open, a toolbar displays at the bottom of the screen.

@E Record 3of 5 m@@l<] [ i [>]

Description

View job properties for the first job in the selected folder.

View job properties for the previous job in the selected folder (you can also move the slider to the left).

View job properties for the next job in the selected folder (you can also move the slider to the right).

View job properties for the last job in the selected folder.

Saves changes if editing the properties of a job.

Cancels changes if editing the properties of a job.

gl_RlEElalE|

To close the Properties window and return to your normal Job List View, click the Properties button again.

The Playbar

(4] ) WinSaribe Job 7 (Sample Author),
@ @ @ @ @ BEHRO = = | 0:00:37 { 0:01:45 ]

Double-click on a job to open the Playbar. The Playbar enables you to play the associated audio for the job and begin
transcription. Use the buttons to play back the job. You can also use your footpedal or other playback device to perform these

functions.
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Icons on the Playbar

The following table gives a description of the icons on the playbar and their functions.
Icon Description

t’j Jumps to the start of the audio recording.

o4),

Rewind.

Play. Note this button changes to a Stop button when the job is playing.

O &

Fast forward.

&

Jumps to the end of the audio recording.

Send Job: Completes the job, sending it to the Outbox to be uploaded to the WinScribe server. Once
uploaded, the job will still be available in your Completed folder.

] Incomplete: Click to leave the job incomplete. Your current changes will be saved and the job will be closed.
- The job remains in your My Jobs folder for you to complete later.

Start Next Job: Click to complete the open job and automatically start the next job in your queue. You will be
g™ prompted to confirm whether or not the open job is complete. Select Yes to mark it as complete, send it to
the Outbox to be uploaded to the WinScribe Server, and close it. Select No to return to the job.

Correction Complete: This button is only displayed if your organization is using speech recognition (page 65)
and the job being corrected has been processed through the speech recognition server. It replaces the Send
Job and Start Next Job buttons.

Once you have finished correcting the speech recognition text, click this button to complete the job. The

E3
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Icon Description

corrected text is automatically sent to the recognition server for context and acoustic adaptation, if that
functionality is enabled.

_ ['@[%C .................... '_ Speed and Volume Control: Click to open the Speed and Volume
& % Speed [H]={}—=[+] Control panel and set your required playback speed and audio
@ voume [F=—=1] playback volume.
— Position Slider: Provides a visual indication of your playback position within the file. To move quickly to a new

position within the playback, click and drag the slider to the desired position.

Position Counter: Counts off the audio playback and shows you the elapsed time in seconds from the start of
the file to your current location within that file.

0:01:11 File Length: Displays the length of the audio file. The format used is HH:MM:SS.

Properties: Click to view the job properties or any files attached to the job.

Bookmarks can be inserted into a job to mark places in the dictation file for future reference. Note that clicking these

options will only be effective if the author has inserted bookmarks into the file.
i Previous Bookmark: Jump to the previous bookmark in the audio.

s Next Bookmark: Jump to the next bookmark in the audio.

(} Tip: You can add or remove buttons from your Playbar using the L button.
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Job Attachments

|

Winscribe Job 257 x: When you open a job that has attachments, the Attachments window is
Attachments 0|:.)er.\ed automatlca!ly. The Attachments window can also be opened by
clicking the Properties button on the Playbar.

Open Add Delete

To open an attachment, click the Open button or double click the
(D [osos Centwesioe
attachment.

Ef . ) . . .
=] Document Summary xisx To attach a new file, click the Add button and select the required file.

] 1mage 12.png Any type of file can be attached to a job.

T invoices365_12.pdf To delete an attachment, select the attachment and click the Delete

button. Note that this does not delete the original file, but removes it
from the job.

If your Attachments column is visible in the Job List, jobs with attachments display a ! icon.

Transcribing Jobs

1. To start the next job in your queue, click the Next button. If no jobs are available in your My Jobs folder, the highest priority
job in your Shared Jobs folder is opened (provided you are online).

2. To start a specific job, select the job then click the Start Selected button.
The typist Playbar is launched.

If a Word Processor is defined in your WinScribe Client options (page 80), it is opened automatically. This only occurs when
you start a job for the first time. Once a job has been opened, it is assumed that you have started typing the job and have
saved the document. When reopening a job, you need to locate and open the previously saved document.

5. To start job playback, press the Play button on your foot pedal, or click G .



9.
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B,
To mark a job as Complete and close the Playbar click &
To mark a job as Complete and to start the next job click i .
To mark a job Incomplete and leave it in your My Jobs folder click

To mark a speech recognition job as Correction Complete click il

If you have the Confirm End Job Commands option enabled, you will be asked to confirm that you wish to mark the job as
complete.

Password Protected Jobs

If a job is password protected, it is stated in the Job Notes. The job notes can either be displayed as a column in the job list, or
you can select for the notes to be shown on a separate line beneath the job details, as shown below. This option is set in the
Miscellaneous settings (page 80) tab of the WinScribe Client Options.

299 16/06,/2009 ... Wendy Lee Report Litigation In typist queue

Passwiord Protected Job,

296 15/06/2009 ... Wendy Lee Letter Administration In typist queue

Passwiord Protected Job,

When you attempt to open a password protected job, you are prompted to enter the
job password. If you do not enter the correct password, the job does not open.

=% Password Reguired

password to proceed,

This job requires a password. Please enter the

3]

OF

| | Cancel
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Placing Jobs On Hold
You can place a job on hold if you are unable to complete it at the current time. For example, if the author has
d} not supplied you with sufficient information. This prevents the job from being opened when starting new jobs in
onfCff your queue.
Hald

1. Select the job you wish to place on hold.
2. Click the On/Off Hold button on the Home tab.
3. Click the On/Off Hold button again to take the job off hold. This job will then be opened as normal.

You may place a job on / off hold while offline, however the job folder is not updated until you next go online.

Previewing Jobs

Jobs can only be previewed if they are allocated to you (that is, if they are in your My Jobs folder). To preview a job, select it and
press the Preview button on the Home tab. Alternatively, right-click on the job and select Preview.

WinScribe begins playing the job for the number of seconds as defined in your Playback settings.

Downloading Jobs

To download jobs:

1. Go online.
2. Any jobs to be downloaded must be in your My Jobs folder, or the Shared Jobs folder.

If you have permissions enabled to select your own work, double-click the job you wish to download, or select it and click the
Start Selected button. Otherwise, click the Next button to automatically download and start working on the next job in your
queue.
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4. The Playbar opens while the job is downloaded from the server. This process may take some time to complete depending on

the type and speed of your connection, and the length and number of the jobs being downloaded. The status bar at the

bottom of the screen indicates progress.

E_) Tip: You do not have to wait for a job to finish downloading before commencing playback. WinScribe will continue
to download the job(s) in the background while you work.

Your access to some of these features may be restricted by the System Manager.

Rejecting Jobs

1. Ensure you are working online.
P 2. Inthe My Jobs folder, select the job(s) you want to reject.
R0 3. Click the Reject button on the Home tab.

You can only reject jobs if your permissions allow it.

If a Job You Are Working On is Reallocated
In some circumstances, a Manager may allocate a job to a different typist while you are working on it. If this happens, you receive
a warning message advising you that the job status has been changed and you will not be able to continue working on the job.

@ The status af the job ywou are working on has been changed by a manager so wou can na longer continue on this job!

[ ok |[ Cancel ]

The job is taken out of your personal queue, and moved to the new typist or typist group.
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If any of the dictation files are DS2 encrypted files, a padlock % is displayed against those files. Click the Set Password
button to enter the password. If the password is not entered, the file cannot be imported.

To delete the files from the input device or folder after they have been imported into WinScribe, tick the Remove checkbox
next to the job.

To flag a job as confidential tick the Confidential checkbox. This will allocate the job directly to the chosen typist.

The Import checkbox is automatically ticked for each dictation file. If you don't wish to import one or more of the files, clear
the Import checkbox next to the job(s), and those jobs will not be imported.

When you are ready to import the jobs, click Import.



Job Properties

WinScribe Job 15 - Sample Author

attachments || Properties

Job number 15

Deparkmant: Sample Department
Job type: Sarple job bvpe 1
Priority: Mormal

Finish by

Account number: 9210

Mokes: This job has attachments!
Author: Sample Author
Phone:

Email:

Skatus: WWaiting For typing
Typisk Group: Sample Typist Group
Typisk:

Dickated On:

anhold: Mot on hold

Length:

Typing Time:

Completed On:
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Click the Properties button on the Playbar to open the
Properties window.

The Properties window displays information about the job,
including:

The Department

The Job Type

The Priority of the job

The date the job is due to be finished

The key field(s) entered for the job (if any).

Any notes entered.

The author that dictated the job

The status of the job

The typist group or typist the job is assigned to
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Working With Templates

A template is a formatted document that enables you to automatically apply desired text and page formatting to new documents
that are based onit.

The WinScribe Template Manager enables you to specify templates to use for authors, departments and job types. For example,
if an author selects a job type of 'Letter', then you can have a template specifically set up for that author's letters. When you
open jobs for that author with that job type, your Word Processor automatically opens a new document based on that template.

Document templates can be held on a common server to be used by all typists, or on a typists individual PC. To use the
templates, each typist must set up their own template associations using the Template Manager.
Notes:
The Template Manager is only available if folder storage has been selected for your templates in your WinScribe Client
Options (page 80).
The selected template only launches if a Word Processor is defined in your WinScribe Client Options (page 80).

The selected template only launches once when a new job is first opened. Once a job has been opened, it is assumed that
you have started typing the job and have saved the partially-typed document. If you reopen a job, you need to locate and
open the saved document yourself.

Adding a Template

A template can be associated with an author, a department, a jobtype, or any combination of these.

1. Click the =) button to select a file to be used as a template. You can select any type of file, however the file type needs to
be compatible with the Word Processor being used (defined in the Miscellaneous Settings (page 80) of the WinScribe Client
Options) for the document to launch when a new job is opened.

2. Click the ) button in the Author field to select the author the template applies to. If selected, the template will only be used
for jobs created by that author.
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3. Click the = button in the Department field to select a department. If selected, the template will only be used for jobs
created in the selected department.

4. Click the 2/ Jobtype field to select a job type. If selected, the template will only be used for jobs of that job type.
Click Add to add the template.

&9 WinScribe Template Manager

File

D Add a Delete . 3] Refesh

|Name | Author | Department | Jobtype |
E} 2 Authors
E} \[,_'] wlee @xyz.com
i @ Template_Administration_Le..
. (¢} Departments
[#-(J Jobtypes

Template C:'\Program Files\Microsoft OfficeTemplates) 1033 \Letter. Dotx
Author wlee @xyz.com

Department |Administration

B EE(E

Jobtype Letter

Deleting a Template

To delete an existing template association, simply select the required template and click the Delete button.



WinScribe Client Options
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a7 To open the WinScribe Client Options, select the Settings tab and click the Options button.
5;“0;; The Options window will open with the Playback Settings tab initially selected.
Playback Settings
The Playback settings enable you to set your default volume, playback speed, rewind speeds, and number of seconds for
previewing files.
ey (23]
"‘°ﬁﬁ;aﬁ°” Playback settings
- Miscellaneous
L HEarr:\iarE Volume = :D:
e Speed A=
Mormal rewind 2
Fast rewind 15 @
Pause rewind 2
Preview seconds 10 @
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Option Description

Volume Drag the Volume slide to right or left for more or less volume respectively. The Volume setting
resets the volume slider on the WinScribe Client Playbar and provides the default value for that
control. When you alter the volume from the Playbar, the WinScribe Client Options default setting
is not affected.

Speed Drag the Speed slider to the right or left for faster or slower playback speed respectively.

Normal rewind The Normal rewind setting controls the speed of both normal rewinding and normal fast-
forwarding. The slowest setting is 1 and the fastest setting is 9.

Fast rewind The Fast rewind setting controls the speed of fast rewinding and fast forwarding. Click the up or
down button, or type a number between 2 and 99 to determine this speed. When forwarding or
rewinding dictation, after 3 seconds of holding down the forward or rewind control, the fast
forward or fast rewind will automatically start.

Pause rewind Click the up or down button, or type a number (0 to 9) in the Pause rewind box. WinScribe
automatically rewinds a job by the number of seconds set in the pause rewind setting when you
pause job playback by lifting your foot from the foot pedal.

Preview seconds Click the up or down button, or type a number (0 to 60) in the Preview seconds box. This controls
the amount of dictation that will play when previewing a job. (Note that the Preview option is only
available for jobs in your My Jobs folder).
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Notification Settings

Notification settings enable you to set options for when new jobs are received. Notification will only work effectively if
autorefresh is enabled in your Miscellaneous Settings (page 80). If notification is enabled, you receive an alert when new jobs are
uploaded.

) Options E %
- Playback
_ Hotification Notification settings
Miscellaneous
::'\;jare Motification type Desktop alert
L Appearance All my jobs
&l shared jobs
[] Remind me of job notifications (mins)
Play notification sound
Play sound for my jobs that are high priority jobs
C:\Sounds'notify. wav
l OF, I l Cancel I l Apply I
Field Description
Notification type Choose how you wish to be notified when new jobs are received:

»  Desktop Alert: A small popup window at the bottom of your screen

»  Email: A system generated email will be sent to the email address as defined for your
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Field Description
user details in WinScribe Web Manager.
The jobs you are notified of, depend on the options selected below.
All my jobs Select this option to be notified when any job assigned to you is received.

My jobs that are high
priority jobs

Select this option to be notified when a job assigned to you with a high priority is received.

My jobs that are overdue
jobs

Select this option to be notified when a job assigned to you becomes overdue

All Shared jobs

Select this option to be notified when any job assigned to a typist group you are a member of
is received.

Shared jobs that are high
priority jobs

Select this option to be notified when a job assigned to a typist group you are a member of
with a high priority is received.

Shared jobs that are
overdue jobs

Select this option to be notified when a job assigned to a typist group you are a member of,
becomes overdue.

Remind me of job
notifications (mins)

Select this option to be reminded at regular intervals if a job (meeting the notification criteria
defined above), is received and has not yet been completed.

If you select this option, you must also select the frequency (in minutes) that you will be
notified. For example, if you select 5, you will receive a reminder every 5 minutes while the
job remains untyped.

Play Notification Sound

To play a sound when certain jobs are received, select which jobs to play the sound for:
Play sound for all my jobs
Play sound for my jobs that are high priority jobs
Play sound for my jobs that are overdue jobs
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Field Description

Play sound for all shared jobs
Play sound for shared jobs that are high priority jobs
Play sound for shared jobs that are overdue jobs

Click the button to select the sound file to play. You can select any .wav file.

Play notification sound

Play sound For all my jobs

0 =

c:imy soundshalert.way |

Click the Play button Olto preview the sound.
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Miscellaneous Settings

The Miscellaneous settings enable you to select display options and other options for WinScribe Client.

i Playback
— Notification Miscellaneous settings
Server
Hardware Lenguage English
L. Appearance ‘Word Processor Microsoft Word Basic
Template Manager Folder Storage
Inactivity minutes 0 @
Digplay completed jobs {days) 7
Autorefresh the Inbox jobs (secs) iz20
Confirm end job commands
[ pisplay jobs grid horizontal scrallbar
[ show job notes on a seperate line
OK, ‘| l Cancel I l Apply I
Field Description
Language Sets the language for WinScribe Client.

Word Processor Enables you to select the word processor that is launched when opening new jobs, ready to start

transcription. You can choose from Microsoft Word, or (if you have the OpenOffice addin installed)
OpenOffice.
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Field

Description

Template Manager

If using templates (page 71), select Folder Storage and browse to the location in which your
template data will be stored. This location can be changed later if necessary, using the Template
Manager.

Inactivity minutes

This option allows you to specify the period of inactivity before WinScribe Client returns to the
Logon screen. The typist who was logged in previously must logon again to resume activity. The
session remains open, and another typist cannot logon on that PC.

If you want to disable this feature, set the value to "0" (zero).

Display completed
jobs (days)

Defines how long (in days) your completed jobs are displayed in the Sent Items folders. For
example, if set to 7, only jobs completed in the last 7 days are displayed. Older jobs are not visible.
Set the value to "0" (zero) to display all jobs.

Autorefresh the Inbox
jobs (secs)

New jobs only display in your Inbox when WinScribe is refreshed. You can manually refresh (by
clicking the Refresh button on the Home tab), or use this setting for WinScribe to refresh
automatically.

If you select this option, you must also select the frequency (in seconds) the autorefresh will occur.

Note: This option must be enabled for notification to work.

Confirm end job

Select this option to be prompted to confirm a job is complete when pressing the Complete Job

commands button on the playbar. This can prevent you from accidently marking jobs as complete before they
are finished.
Display jobs grid Displays a scrollbar at the bottom of the job list window, enabling you to display more columns

horizontal scrollbar

and/or wider columns. If this option is not enabled, the columns are automatically sized to fit the
available window.

Show job notes on a
separate line

Displays job notes on a separate line beneath the job details in the job list. Alternatively, to make
notes visible in the job list, you can adjust the view and have notes displayed as a separate column
(page 31).
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The Server settings enable you to specify the URL of your WinScribe Server. This URL is automatically defined during the
WinScribe Client installation process. You can change this to connect to a different WinScribe server, if required. You must be

offline to change this setting.

Dptions.

¢ Playback
§--Mnh‘ﬁcaﬁﬂn Server settings
i Miscellaneous

i Hardware
i Appearance

WinSeribe URL http:/fcvemxp/winscribef

(]

CK | ‘ Cancel | | Apply

To download jobs from more than one server:
Either use a separate user id and security code for
each, and set the URL of the required server in the
WinScribe URL field.
_Or_
Create a shortcut on your desktop with the server
connection properties set to connect to the desired
server.

You must disable the Save password option on the logon
dialog box for this to work. WinScribe Client requires a

URL to connect to the WinScribe server
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Hardware Settings

The Hardware settings enable you to configure the buttons on your footpedal to perform different actions from the default

settings.

Miscellaneous
i Server

Appearance

Hardware Settings

Trigger Stop

]
]
. Trigger FastForward
]

Trigger Rewind

Stop
Fast Forward

Fast Rewind

(notset) (notset)

{not set)

Complimentary Action

Momentary

Pause

|, OK, ‘H Cancel ]l Apply ]

When you open the Hardware Settings window it shows the current settings for the buttons on your footpedal. Each line
represents a different button. You can set the Behavior, Action, and Complimentary Action for each button.

Behavior

The behavior controls how the button will act when you press it:
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Momentary: The button performs an action while it is held down, and performs the complimentary action on release. For example, if
you set the momentary action to Play and the complimentary action to Pause, the audio will play while you press the button, and pause
playback when the button is released.

Trigger: The button will simply trigger an action. For example, if you set a trigger action to Rewind, the audio file will rewind when you
press and release the button (the action is triggered on release of the button).

Toggle: The button toggles between the selected action and a complimentary action. For example, if you set a toggle action to Play and

the complimentary action to Stop, then when you press and release the button the audio plays (the action is triggered on release of the
button), and when you press and release it a second time, playback will stop.

Button

Select which button to apply the action and behavior to. For example, if you select Fast Forward then set the action to Play, the button
that would normally act as the Fast Forward button will Play instead.

Action
Select a System Action for the button to perform. Available actions are:

None (the button will not perform any action)

Play

Pause

Resume

Fast Forward

Stop

Record (Note that Record is not an applicable setting for foot pedals)

Complimentary Action
For Momentary and Toggle actions, you can select a complimentary action:

Momentary Actions: The complimentary action is performed when the button is released.
Toggle Actions: The complimentary action is performed every second time the button is pressed.
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Appearance Settings

The Appearance settings enable you to select the skin (or theme) used by WinScribe Client.

i Playback
- Notification Appearance settings
Miscellaneous
Server )
- Hardware | Main Skins |z
— I -
Caramel Maney Twins L
Lilian The Asphalt World
iMaginary Black
Blue [+]

When you click a skin it is applied immediately, enabling you to preview it when deciding which one to choose.
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