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Setting up the WebChartMD System

Installing the Care Provider Desktop Client

1. Locate the installer program for WebChartMD. Once the installer has been
located double click it to activate the installation process.
2. When the installer launches click the “Next” button

e Lrn 1
I h:-‘ e ihantii

Welcome to the WebChartMD Setup Wizard

The installer will guide you through the steps required to install \WebCharttD on pour computer.

WARMIMG: This computer proaram is pratected by copyright law and international treaties.
Unautharized duplication ar distribution of thiz program, or any portion of it, may result in severe civil
or criminal penalties, and will be prozecuted ta the marimum extent possible under the law.

Cancel

3. Make sure to read the EndUserLiscenseAgreement and if it is agreeable select the
“I Agree” then click the “Next” button.

| Ry T
Ihij WebGhanihl,

License Agreement

Please take a moment to read the licenze agreement now. If you accept the terms below, click '
Agree", then "Nest". Othemnwize click "Cancel”.

WebChartMD v2.02 End User License Agreement

IMFORTANT: THIS SOFTWARE EMD USER LICENSE AGREEMENT
["EULAM IS A LEGAL AGREEMENT BETWEEM YOU (EITHER AN
INDIVIDUAL OR, IF PURCHASED OR OTHERWYISE ACGQUIRED BY OR

FOR AN ENTITY, AN ENTITY) AND XELEX DIGITAL, LLC. READ IT
CAREFULLY BEFORE COMPLETING THE INSTALLATION PROCESS

AND USING THE SOFTYWARE. IT PROVIDES A LICEMSE TO UZE THE
SOFTWWARE AND CONTAINS WARRANTY INFORMATION AND LIABILITY

(1 Do Mot Agree

[ Cancel l [ < Back I [ Mext » ]
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4. If the program needs to be installed for all users on the current computer be sure
to click the button labeled “Everyone” before clicking the “Next” button to
continue with the installation.

§ WD GhHANEMD;

Select Installation Folder

The inztaller will install WebCharttD ta the following falder,

Toinstall in this folder, click "Mext". To install to a different falder, enter it below or click "Browse',

Falder:

C:AProgram Files\=elex Digitalvw'ebCharthd D Browse. ..

Install WebChartMD for yourself, or for anyone who uses this computer:

Q Eveons

(3 Just me

[ Cancel ] [ < Back ] [ Mext > ]

5. Click the “Next” button to begin the installation

35 W EDEHENMD,

Confirm Installation

The installer iz ready ta install WebCharttD on pour computer.

Click "Mext" ta start the installation.

Cancel ] [ < Back ] L Mext > i
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6. When the installation finishes click the “Close” button to complete the installation
process.

Installing the MLS desktop client

1. Locate the installer program for WebChartMD. Once the installer has been
located double click it to activate the installation process.
2. When the installer launches click the “Next” button

i I e o'y
Ih?‘ VW ehthaniMi)

Welcome to the WebChartMD Setup Wizard

The installer will guide you through the steps required to install WebCharttD on pour computer.

WARMIMG: This computer proaram is pratected by copyright law and international treaties.
Unautharized duplication or distribution of thiz program, or any portion of it, may result in severe civil
of criminal penalties, and will be prosecuted bo the masimum extent pozzible under the |aw,

Cancel

3. Make sure to read the EndUserLiscenseAgreement and if it is agreeable select the
“I Agree” then click the “Next” button.

- b 1
Ihij Y e e

License Agreement

Pleaze take a moment ta read the license agreement now. IF you accept the terms below, click "'l
Agree”, then "Mest". Othenwize click "Cancel”.

WebChartMD v2.02 End User License Agreement

IMPORTANT: THIS SOFTWARE END USER LICEMSE AGREEMENT
["EULA"M IZ A LEGAL AGREEMENT BETYWEEM Y OU (EITHER AN
INDIWIDUAL OR, IF PURCHASED OR OTHERWISE ACQUIRED BY OR

FOR AN ENTITY, AN ENTITY) AND XELEX DIGITAL, LLC. READ IT
CAREFULLY BEFORE COMPLETING THE INSTALLATION PROCESS

AND USING THE SOFTWARE. [T PROVIDES A LICENSE TO USE THE
SOFTWARE AND CONTAINS WARRANTY INFORMATION AND LIABILITY <

()1 Do Mot Agree

[ Canicel l [ ¢ Back I [ Mest »
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4. If the program needs to be installed for all users on the current computer be sure
to click the button labeled “Everyone” before clicking the “Next” button to
continue with the installation.

§WeabGhantMD,

Select Installation Folder

The installer will inztall WebCharttD to the following folder,

To install in thiz folder, click "Mext". To install to a different falder, enter it below or click "Browse",

Eolder:

C:WProgram Files\xelex Digitalvww'ebChartkdD Browse. .

Install WebChart MO for yourself, ar for anyone whao uses this computer:

Q@ Eveons

(3 Just me

[ Cancel ] l < Back ] [ Mext > ]

5. Click the “Next” button to begin the installation

§EWebGhartM,

Confirm Installation

The installer iz ready to install WwWebChartbd D on wour compter.

Click, "Mest" to start the installation.

Cancel ] [ < Back l L‘ Hext » |
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6. When the installation finishes click the “Close” button to complete the installation

Setting up user accounts

To change any web portal setting, first log in to an account via the web portal by
going to “www.webchartmd.com” and clicking on the “LOG IN” button.

WebChartMD

Efficient. Simple. Liberating. FORTRANSCRIPTIONISTS ~ FORPHYSICIAN OFFICES ~ CONTACTUS  LOGIN

Your Transcription. Our Technology.
— A Davfart Alas-l

Then on the next page, type a username and password into the fields and click the
“Submit” button. If done successfully the view will change and the web portal will now
be displayed with the username displaying near the top of the page.

WebChartMD

Efficient. Simple. Liberating.

Member Login

Your Transcription. Our Technology. A Perfect Matc

Username | jexample
Password | ##i3+ss

Upon successful log-in look to the top right hand corner. There will be a link that says
“Settings”- click that link.

:: Inbox Folder for Jeffrey Sears

| Ops | Combined Ope:
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On the next page, look to the very bottom left corner. There is a tab called “User
Settings”. - Click that tab. The menu that will allow changes to be made to user

settings/preferences is now visible.
:: User Configurat
n | (2 Live chat

My Settings

Change Pazsword

EEr Settngs

- For Care Provider Office Managers

For settings A-E, click the “User Manager” button. For setting F, click the
“Associate MT vendor” button. For setting G, click the “Associate Care Provider” button

:: User Configurat
| 5% add User

My Settings
User Settings

Aszociate MT Vendor

As=zociate Care Provide

a. Adding Users

To add a user click the “Add User” button and a sidebar will display in the main
window.

ngs Sol Medical Center’s Users
tngs.....| M e Cosi [omornccom ——fcancon oo
—r Dr. James E. Smith |
| Username:
M= Rita s, Cosby i
| Password:
Mr. Andrew W. Ford
r Manager r. Ryan Smith Re-type Password: |
or.  IHumohrev 5 Booart
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In the sidebar all the information for the new user can be set. The required fields are the
username, password, first name, last name, and e-mail fields when creating a new user.
Once all the information to be included in the new user account has been entered, press
the “save” link. When you have pressed the save link a small red bar with the text
“Changes were saved successfully” should display above where you clicked “save”.

User Account [cancel] Isave)

Username:
Password:

Re-type Password:

User Type

[Jcare Provider [ office Manager
[ office staff
O Approve O Reject
il Upload [ belete
[Jedit [ rlay
erint O Open
Title:

First name:
Middle name:
Last name:
Address 1:
Address 2:
City:

State:

Zip:

Work Phone:
Fax:

Mobile Phone:
Home Phone:
Email:

SMS Email:

b. Removing Users

First make sure that no pop-up blocking software is enabled. To remove one or
more users select one line or several lines and click the “Remove User” button.

Documentation Draft v0.5.5 7 of 58 7/27/2006
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When the “Remove User” button is clicked a pop-up asking for confirmation that the
selected users should be deleted will be displayed. Click the “OK” button to complete
removing the user profiles.

\ ? ) Are you sure you want to delete the selected user?

¢. Changing user Roles

Select one user and click the “User Roles” button. A sidebar that allows
information to be entered for the permissions of the user should display on screen.

Title First Middle

James E.

Once the changes to the permissions have been set click the “save” link and the
permissions are updated. NOTE: once a user has been made a care provider this cannot
be undone.

User Type

[
- Care Provider Ooffice Manager
- [ office Staff
e - = [user permissions —— =
3 ser Permissions
eglianagey Mr. Ryan Smith
Approve Reject
Dr. Humphrey s. Bogart
Mr. Alfred E. Roberts Upload Delete
iate MT Vendor -
Dr. Samantha Carter Edit Play
Dr. Michael Walton Print Cpen
X Dr. Christofo Greens
ite Care Providg -
Dr. Christopher Jones
Dr. Sean Jiles

d. Changing user Details

To change user details select one user and then click the “User Details” button. A
sidebar should open showing the options for adding/updating user information.

Title

First

James E.

Documentation Draft v0.5.5 8 of 58 7/27/2006
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Once the desired information has been changed/added click the “save” link and the
information will be updated.

@ Add User Qn Remove User

(3 UserPassword | & UserDetais | @5 UserRokes (S Live Chat

‘tings

Sol Medical Center's Users

sttings Title First Middle Last M= T o= fe T
Title: |Dr.
Ms. Rita s. Cosby
( First name: James
Mr. Andrew W, Ford
ser Manager r. Ryan Smith Middle name: E.
Dr. Humphrey 5. Bogart Last name: Smith
Mr. Alfred E. Roberts Address 1:
siate MT Vendor h
Dr. Samantha Carter Address 2:
Dr. Michael Walten
- City:
T Provid Dr. Christofo Greene
ite Care Providg =
Dr. Christopher Jones labe
Dr. Sean Jiles Zip:

e. Changing a user Password

To change a user password select a single user and then click the “User

Work Phone:
Fax:

Mobile Phone:
Home Phone:
Email:

SMS Email:

Password” button. When the button is clicked a side bar will display that allows the
user’s password to be changed.

59 Add User

Q- Remowve User

3 user

tings
sttings
0

Once the password has been changed click the “save” button to update the user’s

Sol Medical Center's Users

““

password.
5P Add user 2 Remove User | @ user Password | &) UserDetais 4 UserRoles (=) Live Chat
ings Sol Medical Center's Users
ttings Title First Middle Last User Account =
Username:

Ms. Rita S. Cosby

' Password:
Mr. Andrew W. Ford

:r Manager r. Ryan Smith Re-type Password:
Dr. Humphrey 5. Bogart

Documentation Draft v0.5.5
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f. Associating a care provider to a MT vendor

When a care provider account is first created a MT vendor association must be
made in order for the care provider to be able to upload documents. By following these
instructions it is also possible to change a care provider’s default MT vendor routing.
First make sure that no pop-up blocking software is enabled. Second make sure that the
“Associate MT Vendor” button is selected on the left hand side. Once the first steps are
completed, select a care provider in the left hand side column and click the “Change MT
Vendor” button.

&5 Change T Vendap> (=) Live Chat

tings Care Provider MT Vendor Description MT Vendor Details
sttings Dr. J. s = : nte Name: Sol Medical Center
Dr. Humphrey Bogart |Beta Transcriptions Description:
Dr. Samantha Carter |Beta Transcriptions Address 1:
S Address 2:
Dr. Michael Walton Beta Transcriptions City:
ier Manager e ity:
Dr. Christofo Greene |Beta Transcriptions State:
Dr. Christopher Jones |Beta Transcriptions Zip:
| Phone 1:
iate MT Vendor Phone 2:
Fax:
Website:
. Email:
ite Care Provida

The Care Provider office is provided with codes for the MT vendors that they are set up
to work with. In the sidebar that comes up a value may be entered. Enter the code from
the WebChartMD staff for the MT vendor and click the “search” link to confirm that it is
the correct MT vendor. Once the correct MT vendor is located click the “save” link.

|| @» Change MT Vendor| =) Live Chat

itings Care Provider MT Vendor Description Change MT Vendor search] [sa
ettings & j i = sl - MT Vendor ID: |AAAAAAN
Dr. H h B rt |Beta T iptions
T umphrey Soga €la lranscriptions MT Vendor Details

e

ser Manager

C

=

. Samantha Carter

Beta Transcriptions

N Beta

D

=

. Michael Walton

Beta Transcriptions

Description:

o]

a

. Christofo Greene

Beta Transcriptions

D

3

. Christopher Jones

Beta Transcriptions

Address 1:
Address 2:

Transcriptions

City:
State:
Zip:
Phone 1:
Phone 2:
Fax:
Website:
Email:

siate MT Vendor

ate Care Providg

g. Setting CP visibility

First make sure that no pop-up blocking software is enabled. Second make sure
the “Associate Care Provider” option on the left hand side is selected. Once a user is
selected select one or more care providers in the second column to allow that user to see

the selected care provider’s folders. When the selection is completed click the “Associate
Care Provider” button in the main menu.

|@ Aszociate Cars Pr@_ﬁi [=) Live chat

:thgs Users Care Providers
e m
! Ms Rita 5. Cosby Dr. Humphrey
Mr Andrew W Ford

Documentation Draft v0.5.5 10 of 58
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Once the “Associate Care Provider” button is clicked there will be a pop-up notification
saying that the association was successful.

VU oW e E S onery

x|

L ] "_q,, Associations were successfully saved!
L

- For MT Vendors

For settings A-E click the “User Manager” button. For setting F, click the
“Associate MT” button.

:: User Configurat

| 5% Add User

My Settings

User Settings

Us@iwr

Associate MT

a. Adding Users

To add a user click the “Add User” button and a sidebar will display in the main
window.

| EE 2. Qﬂemuve User

Add User ) UserPassword G} UserDetais £ UserRoles (=) Live Chat
ttings Beta Transcriptions’ Users
ettings Title First Middle Last
Ms. Samantha C.
E Ms.
I

Cooper
Amanda E.

User Account

Sells

sa
Username:

Password:

Documentation Draft v0.5.5 11 of 58
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In the sidebar all the information for the new user can be set. The required fields are the
username, password, first name, last name, and e-mail fields when creating a new user.
Once all the information to be included in the new user account has been entered, press
the “save” link.

User Account [cancel] [save]

Username:
Password:

Re-type Password:

D MT Manager DTrans:r\pt\cmist
] Access Client Folders ] submit Direct
[ route Dictations COecan QA
¥ Change Line Count Settings
Default QA Routing Samantha Coope -
Title:
First name:
Middle name:
Last name:
Address 1:
Address 2:
City:
State:
2ip:

Work Phone:

Fax:

Mobile Phone:
Home Phone:
Email:

SMS Email:

b. Removing Users

First make sure that no pop-up blocking software is enabled. To remove one or
more users select one line or several lines and click the “Remove User” button.

Fom 5

:tings Beta Transcriptions’ Us
ettings “_
ﬂ. —. Ms. |Arnan|:|a

When the “Remove User” button is clicked a pop-up asking for confirmation that the
selected users should be deleted comes up. Click the “OK” button to complete removing
the profiles.

e . o=
W anu WSl ntenneEnIonery mi

~

\t) Are you sure you want to delete the selected user?
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¢. Changing User Roles

Select one user and click the “User Roles” button a sidebar that allows
information to be entered for the permissions of the user should display on screen.

Middle

Once the changes to the permissions have been set click the “save” link and the

permissions are updated.

User Type

Otra nscriptionist

3 C. MT Manager
% . : E.
. . Ramsey Access Client Folders Submit Direct
L Rogers | Route Dictations Can QA

ser Manager Mr. Marvin
Change Line Count Settings
Default QA Routing

<None=

ssociate MT

d. Changing User Details

To change user details select one user and then click the “User Details” button. A
sidebar should open showing the options for adding/updating user information.

7/27/2006
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Once the desired information has been changed/added click the “save” link and the
information will be updated.

Remove User User Password aUserDetais UserRoles (=) Live Chat
e

Beta Transcriptions’ Users

Add User
k
sttings Title First Middle Last User Information

Ms. Samantha C. Cooper Title: E
Ms. Amanda E. Sells
— First name:
Administrator
ser Manager Middle name:

Mr. James R. Ramsey

Last name:

Address 1:

ssociate MT

Address 2:

City:
State:

Zip:

Work Phone:
Fax:

Mobile Phone:

I

Home Phone:

Email: | |

SMS Email: | |

e. Changing a User Password

To change a user password select a single user and then click the “User
Password” button. When the button is clicked a side bar will display that allows the
user’s password to be changed.

Armanda

Once the password has been changed click the “save” button to update the user’s
password.

Add User Remowve User @ User Pazsword User Detailz User Roles (=) Live Chat
—
tings Beta Transcriptions’ Users
[ Title First Widdle Last User Acconnt (sa
| —c— username:
Ms. Amanda E. Sells
Administrator

er Manager M. James " Ramsey Re-type Password: l:l

Documentation Draft v0.5.5 14 of 58 7/27/2006



WebChartMD

f. Setting Default Dictation Routing

First make sure that no pop-up blocking software is enabled. Second make sure
the “Associate MT” option is clicked. Once a care provider is selected, click on the field
with the MLS name in it. After that field is clicked, a drop down menu will appear with
all the MLS’s available to choose from. Once the MLS that needs to be associated has
been clicked that MLS will then be routed any new documents received from that care
provider.

| (2 ive chat
ttings I T Default Routina
— 3 A
ettings Dr. James Smith .
—— B oses st Name | Minutes Routed
(% Amanda Sells
ser Manager James Ramsey |76
T
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Using WebChartMD - For the Care Provider

Authorizing recorders for care providers

1. Open WebChartMD by double-clicking the desktop icon named “WebChartMD” or
by accessing the start menu, click all programs, and then “WebChartMD”. Next,
click the “WebChartMD” icon in that directory

2. Make sure that an Olympus  DS-330 or DS-2 Digital Voice Recorder is plugged in

to the computer. Press Alt+r on the keyboard. Select “Yes” when the prompt comes
up. NOTE: the window will close itself.

Username Password

Wenptinanti)

Are you sure you want to reset
this recorder?

No

Documentation Draft v0.5.5 16 of 58 7/27/2006
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3. After clicking yes the prompt will go away. Enter a username and password and
click the “Login” button to continue assigning the recorder to a new care provider
This time a new prompt will come up allowing the recorder to be associated to a
Care Provider profile. Select the care provider that needs to be associated to this
recorder by clicking on the arrow beside the name. A drop down list will display.
Once the drop down list is visible select the appropriate care provider and clicking
the “OK” button. When completed, the upload will continue normally.

WebEHanimy ]

Please select a user to associate

to this recorder.
No rec| 3 rder
Dr. 1. Sears Eal

i =
P
[T

=

Checking authorization.

Uploading Dictations

1. Open WebChartMD by double-clicking the desktop icon named “WebChartMD” or

by accessing the start menu, click all programs, and then “WebChartMD”. Next,
click the “WebChartMD” icon in that directory.

Documentation Draft v0.5.5 17 of 58 7/27/2006
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2. Make sure that an Olympus = DS-330, DS-2300, DS-3000 , DS-4000 or DS-2 Digital
Voice Recorder is plugged into the computer and then enter a username and
password in the appropriate fields. Once the username and password has been
entered press the “Login” button. NOTE: if a Digital Voice recorder has not been
plugged in then an error message will display.

Username ||J'mrs | Password |""*“* |E Login b

WebChartMD

3. Once the user has logged in successfully the file on the recorder will be read.

MM comoncars |
WebChartMD

No

| Options >>
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4. Ifsteps 1 and 2 have been executed properly then this screen should display:

[

BEhATMD]

Sears's recorder. Is this correct?

WebChartMD

Yes
You are about to upload 6 files from Dr. Jeffrey -

5. Ifthe “Yes” button is clicked the files that are currently on the recorder will be
uploaded without any specific settings alternatively the “Options” button can be
clicked for more advanced uploading capabilities. If the “Options” button is clicked
a screen similar to the one below will be displayed.

.

VG

Would you like to upload these files?

4 File

Length

| [<<Options]

] jsears-05172006-15 Mrs. Susan Douglas Standard
Dr. J. Sears jsears-05172006-19 | 00:00:01 Mrs. Susan Douglas Standard
Dr. J. Sears jsears-05172006-19 | 00:00:01 Mrs. Susan Douglas Standard
Dr. J. Sears 1sears-05172006-15 | 00:00:01 Mrs. Susan Douglas Standard
Dr. J. Sears 1sears-05172006-19 | 00:00:01 Mrs. Susan Douglas Standard
Dr. J. Sears jsears-05172006-19 | 00:00:01 Mrs. Susan Douglas Standard

WebChartMD
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The recordings can be sorted by any of the headings and the “Routing” (where the
document will go) or the “TAT” (turn around time) can be changed by clicking
inside the respective field for that document. If either the “Routing” or the “TAT”
fields are clicked a drop down list will be displayed that will allow options to be set
for the respective field.

6. Once all the option selections are made the files can be uploaded using the “Yes”
button. If everything above has been executed properly a screen similar to the one
below should display.

If more files from another recorder need to be uploaded then another recorder can be
plugged in at this time. Once another recorder is plugged in you can repeat steps 3-6
to upload more documents. If all desired files have been uploaded close the
application window. The client will upload the files while another recorder is being

read.
e WebChariD =)
All files queued successfully! Please plug in
another recorder to continue.
Opening the Web Portal

Go to “www.webchartmd.com” and click on the “LOG IN” button.

WebChartMD

Efficient. Simple. Liberating. FORTRANSCRIPTIONISTS ~ FORPHYSICIAN OFFICES ~ CONTACTUS  LOGIN

Your Transcription. Our Technology.
e e — A Davfart Massha
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On the next page type a username and password into the fields and click the “Submit”
button. If done successfully the view will change. Now the web portal will be in view
with the username displaying near the top of the page.

WebChartMD

Efficient. Simple. Liberating.

Member Login

Your Transcription. Our Technology. A Perfect Mat

Username | jexample
Password: | ¥#tstss

- The Pending Folder

This folder holds all the audio files that have been uploaded to the server and
allows information about those files to be viewed- such as the routing information.

:: Pending Folder for Jeffrey Sears

Uploaded Dictated

4/20/2006 2:15:03 PM | 04/20/06 14:11 |jseal
4/20/2006 10:17:51 AM | 04/20/06 09:20 |jseal
4/11/2006 12:24:36 PM | 04/11/06 12:23 |jseal
4/11/2006 12:24:37 PM | 04/11/06 12:23 |jseal
4/11/2006 12:24:37 PM | 04/11/06 12:23 |jseal
4/11/2006 12:24:37 PM | 04/11/06 12:23 |jseal

Afaa fmmnmes Aam. P A .mm RA AAfa 4 fAer am.mm N
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a. Searching for a Document

To search for a document click the “Search” button on the main menu and enter
the parameters to use. Once either a filename or a routing destination has been entered
click the “Search” button.

gwmé | B! SLiet

Filter Criteria

':3|' i Filename: E Routing: ]

7 s

g Uploaded Dictated File Name Routing Priority

- The Inbox Folder

This folder contains all the items that have been received from transcriptionists.
In this folder view the date when the transcription was dictated, uploaded, and when the
file was received from the transcriptionist can all be seen. Also the patient’s
demographics for any specified file can bee seen and are searchable using the “Search”
button at the top of the screen. There is also a field indicating the report type. Once a
report is considered to be in its final form the “Finalize” button can be clicked and that
listing will be sent to the final folder. The first column on the left hand side indicates
whether a listing has been opened and the second column indicates whether a listing has

been printed.

:: Inbox Folder for Jeffrey Sears Folders | Setti
& | | Open .| Combined Open & Print of Finalize @@ Reject .| Fax 2 Demographics ¢ Search |

——— N2 Uploaded Finished
It ] 04/11/06 11:24 |04/11/06 11:44 |04/20/06 07:21 |Jochn Thomas 09376 04/20/06 [11/1
I’;@ 04/09/06 12:36 |04/11/06 12:32 |04/19/06 02:28 |David |Steward 12340-111 12/31/99 [05/1
Pending 04/07/06 10:26 |04/07/06 10:30 |04/19/06 06:03 |David |steward 12340-111 12/31/585 [05/1
04/04/06 11:49 |04/04/06 12:15 |04/11/06 11:25 [Joshua [Smith 21134 04/10/06 |12/0
04/04/06 11:49 |04/04/06 12:15 |04/11/06 12:15 |Percy |[Garner 78551 04/10/06 |10/0
03/28/06 12:37 |03/28/06 13:01 |03/28/06 13:18 |Joshua |Smith 21134 03/27/06 |12/0
T.' ;.l 03/28/06 12:37 |03/28/06 13:01 |03/29/06 20:15 |Sample[Sam 88473 03/28/06 |09/1
\ i amimr Tomimmime amme Tomimmine mmoem 1o s | p—r— Ve iy gy Py

a. Searching for a Document

To search for a document click the “Search” button on the main menu and enter
the parameters to be used. Once either a report type, first name, ID#, or last name have
been entered press the “Search” button.

.| Open .| Combined Open @print  of Finalize @@ Reject .| Fax & pemographics igmm§ [=) Live Chat

Search Criteria

Report type: ID #:

First Name: Last Name:

e
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b. Opening a Document

By selecting a single line or multiple lines files can be opened. If the standard
open feature is used by clicking the “Open” button each document will be opened in
Microsoft Word. If multiple documents are selected and the “Open” button is clicked, all
selected documents will open at the same time as different word documents. By selecting
multiple documents and clicking the “combined open” button the selected documents are
turned into one large document and opened in Microsoft Word.

:: Inbox Folder for Jeffrey Sears

04/09/06 12:36 | 04/11/06
04/07/06 10:26 | 04/07/06
04/04/06 11:49 | 04/04/06
04/04/06 11:49 | 04/04/06
03/28/06 12:37 |0D3/28/06
03/28/06 12:37 | 03/28/06

nz/faine 17028 In=2iaine

c. Printing a Document

By selecting a single line or multiple lines, or by either control clicking them or
shift clicking them, the files can be printed. The files will be sent to the last printer that
was used with Microsoft Word.

:: Inbox Folder for Jeffrey Sears

04/09/06 12:36
04/07/06 10:26 |04/07/06 10:30
04/04/06 11:49 |04/04/08 12:15

)
)
)
)
. 04/04/06 11:49 |04/04/08 12:15
]
]
[}

04/11/06 12:32

03/28/06 12:37 |03/28/06 13:01
03/28/06 12:37 |03/28/06 13:01
03/28/06 12:36 |03/28/06 13:01
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d. Rejecting a Document

To reject a document click the “Reject” button then a small prompt will come up
asking for the rejection reason. A rejection reason must be entered before a document
can be rejected. Once a rejection reason has been entered click the “submit” button.

Reject selected documents

Rejection reason: | | Submit

_ M|&| Dictated Uploaded Finished
e. Updating/Changing Demographics

First make sure that no pop-up blocking software is enabled and that a line is
selected, then click the “Demographics” button.

DOB |Repq Lines

Folder]

l,j‘ @) 04/08/06 12:36 |04/11/06 12:32 |04/19/06 02:28 |David |Steward 12340-111

When the button is clicked a pop-up box will prompt for a change to the demographic

information associated with that file. After the information has been changed click the
“Update” button.

_.IIHIP:{ELE‘IHEJ‘:-:J'HJUIHES == YWeDhpage gl Og. a]
|g| https: f{secure.webchartmd. com /M CMD Partal Modals /ChangeDemographics. aspx %

Patient Demographics

First Name: |Juhn |

Last Name: |Thumas |

Date of Birth: |11!11!2006 v| Date of Visit: |4!2012006

Patient ID#: 03876 | Report Type: |Sample |

https: /fsecure. webchartmd. comWCMD fPortal Modals/ChangeDemograpl « Trusted sites g S51

f. Finalizing a Document

To finalize a document first make sure that no pop-up blocker software is enabled
and that a line is selected. When both of these are done all click the “Finalize” button.

:: Inbox Folder for Jeffrey Sears

2@

m" . 04/09/06 12:36 |04/11/06 12:32 |04/19/06 02:28 |Dawvid |5t
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A pop-up will appear asking for confirmation that the document is ready to be finalized
and made read only. Click “Yes” at this prompt to finalize the document.

e 2]

|g| htt|:|s:Hsecure.webchartmd.com,M'CMDIPorEIModaIsIConﬁrmncﬁ: Q

@

ConfinmAction —=Webpagaliizlog

Are you sure you want to finalize the selected
documents? Once finalized, you will be unable to
modify them.

55

https: /fsecure.webchartmd. com /MW CMD fPartal i KJ Trusted sites

g. Faxing a Document

First in order to fax a document make sure that no pop-up blocking software in
enabled. Then select the documents that need to be faxed and click the “Fax” button.

Dictated Uploaded Finished
04,/04/06 17:30 |04/04/06 19:34 04/11/06 04:23 | Little angel

Once the files that need to be faxed have been selected, a fax number has been entered
and the “Send Fax” link has been clicked a pop-up notification will come up. This pop-
up states that the document has been added to the fax queue. To close the notification
window click the “OK” button.

’W irie

LS P2 e n =

' ':‘ Fax successfully added to queue!

h. Viewing the document Audit trail

First make sure that the folder currently being viewed is the inbox and that no
pop-up blocking software is enabled. Once you have found a file that needs to be audited
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click the 3™ icon to the right in the final column of information. The icon will look like a
planet. A pop-up will display giving you detailed information about when a document
was saved, opened, etc.

.| Open .| Combined Open @pint of Finaize g8 Reject L | Fax 8 Demographics &2 search | (S Live Chat
Report Type L:z:‘:
6/06 21:21 06/30/06 01:22 (Emerald Green 1005 06/29/06 | 11/27/98 | Surgical Note ﬂ [E) .
= 6/06 21:21 |06/29/06 04:49 |Maclin Duclin 123-366 06/28/06 | 09/22/90 .8 B ®|
= 6/06 21:21 |06/29/06 04:47 |loy Paul 211708 06/28/06 | 12/31/69 2123 | B @
= /06 21:21 | 06/29/06 04:43 |Mac Donald 122-346 12/24/59 | 06/28/06 1.06 R
= /06 21:21 |06/29/06 D4:43 |Sam Dominic 123-478 06/29/06 | 11/05/90 1.98 Fh®
1“ /06 21:21 |06/29/06 04:30 |David Sanjay 211730 06/28/06 | 03/04/98 |Test 4.15 FE®
= /06 21:21 |05/29/06 04:18 |Hendry William 34232323 06/28/06 | 02/11/76 | Sample 27.3 FEXC)
i 6/06 21:21 |06/28/06 14:04 |Michael Murrey 10022 06/27/06 | 02/11/50 | Office Note 1.03 RN
6/06 14:19 |06/28/06 03:55 |Kevin Sam 224 06/27/06 | 09/08/04 3.8 FE®
st 5/06 17:06 | 06/24/06 05:55 |Vincent Raja 10001 06/23/06 | 01/31/20 | Standard 1.17 B ®|
N 6/06 21:21 |06/21/06 01:10 |Honey Dew 567 06/20/06 | 04/03/04 | Surgical 1.27 FEN )
5/06 17:00 |06/21/06 01:04 |Esther Anita 165120 06/20/06 | 12/23/96 | Standard 1.02 ib®|
f 6/06 21:21 |06/21/06 01:01 |Anna Christy 211809-2 06/20/06 | 10/31/84 | Standard 2.03 e ®
/06 21:21 |06/20/06 07:31 |Emily Dickensan 4565454 06/21/06 | 09/13/96 [oFFICENDTE  [17.22 || b @
6/06 21:21 |06/20/06 07:20 |Aaron Elias 76890 06/03/06 | 10/22/84 |OFFICENOTE (1712 || D @
6/05 21:21 |06/20/06 07:17 |Anten Joseph 435465 06/02/05 | 10/09/86 [OFFICENOTE (1713 | | D @
5/06 17:06 | 06/20/06 07:06 |Almena Margaret 10039 06/16/06 | 05/31/55 |SURGICAL REPO|30.67 | | ) @
3/06 14:04 |06/20/06 05:10 | Adlin Lydia 10024 06/02/06 | 10/23/84 | SURGICAL REPQ|23.4 B @®|
3/06 14:08 | 06/20/06 05:08 | Betty Gargo 10023 06/18/06 | 06/18/06 |SURGICAL REPO(23.23 | | 1D @
6/06 21:48 | 06/20/06 05:03 | Christy Alice 77711 06/19/06 | 10/21/55 [SURGICAL RErala1a7 | 1 @
6/06 21:48 | 06/20/06 05:02 | Michael Murrey 10022 06/17/06 | 02/11/50 [SURGICAL REPO|20.33 | | 1D @
5/06 17:00 |05/20/06 04:59 |Khan Rajesh 12341 05/02/05 | 05/18/35 [oFFIcENOTE (2108 | D @
/06 21:48 | 06/20/06 04:56 |Samuel Arnold 10021 12/31/99 | 11/10/71 | SURGICAL REPQ|37 EXC)
E i 13| =
1 = i._ m

- The Rejected Folder

This folder contains all the items that have been received from the transcriptionist
or rejected because of erroneous material. All of the same information about a file that

could be viewed in the inbox is displayed here except for the report type which is

replaced by the rejection reason in this folder. Once again there is a search feature that
can be utilized.

:: Rejected Folder for Jefirey Sears

Documentation Draft v0.5.5
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o~ Search | [Z) Live Chat
Dictated Uploaded Finished
04/11/06 11:23 |04/11/06 11:44 |04/19/06 05:29
04/07/06 12:00 |04/07/06 12:04 |04/19/06 02:19
04/07/06 10:37 |04/07/06 10:44 |04/20/06 07:26
04/04/06 11:49 | 04/04/06 12:15 |04/11/06 10:59
04/04/06 11:46 |04/04/06 12:16 |04/11/06 13:02
03/28/06 12:36 |03/28/06 13:01 |03/31/06 10:06
03/22/06 08:42 |03/22/06 08:44 |03/27/06 16:34
03/21/06 13:35 |03/21/06 13:36 |03/21/06 13:40
03/21/06 13:34 |03/21/06 13:36 |04/11/06 14:56
03/21/06 12:21 |03/21/06 12:32 |03/21/06 13:00
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a. Searching for a Document

To search for a document click the “Search” button on the main menu and enter
the parameters to be used. Once either a report type, first name, last name or an ID #
have been entered- click the “Search” button.

@ searchD, | (S Livs Chat - -

Filter Criteria

'. z Report Type: ID #

&

g First Name: I Last Name: [

- The Final Folder

Once the “Finalize” button is clicked in the inbox the selected document is sent to
this folder and is stored here permanently or until deleted. A lock in the first column on
the left side indicates that the document has been eSigned. Any item in this view can be
printed or searched for.

:: Final Folder for Jeffrey Sears

04/11/06 12:03 | 04/19/06 02:14 |loseph
04/11/06 12:32 |04/11/06 14:58 |Percy
Pending 04/09/06 12:36 |04/19/06 02:20 |loseph
= o ) | 04/04/06 11:25 |04/04/06 12:45 |Percy
I"L"’/l # | 04/04/06 11:05 |04/06/06 19:56 |Betty
Inbox (3 |03/28/06 13:01 |03/29/06 20:17 |SAM
- (@ [03/28/06 13:01 |04/06/06 19:58 |Elizabet]
IM @ 03/28/06 13:01 |03/31/06 10:28 |Mary
aia 03/28/06 13:01 |03/31/06 10:11 |Percy
§ 1 03/28/06 13:01 |03/31/06 10:19 |Samuel
03/28/06 13:01 |03/31/06 10:25 |Juan
@ 03/28/06 11:51 |03/28/06 12:21 |Chase

Documentation Draft v0.5.5 27 of 58 7/27/2006



a. Searching for a Document

WebChartMD

To search for a document, click the “Search” button on the main menu and enter
the parameters to be used. Once either a report type, first name, last name or an ID #
have been entered click the “Search” button.

gafuﬂ

Qe f esion

QP Searci, (=) Live Chat

1 Filter Criteria

; (= Report Type: |
@ First Name:

b. Opening a Document

By selecting a single line or multiple lines, or by control clicking them or shift
clicking them, documents can be opened. Once the documents that need to be opened are
selected, open them by clicking the “Open” button. All selected documents will be
opened at the same time as different word documents, if multiple documents were

selected.

Documentation Draft v0.5.5

:: Final Folder for Jeffrey Sears

I# |

Last Name: i

04/11/06

04/11/06 14:58

Percy

04/09/06

04/19/06 02:20

Jasepl

04/04/06

04/04/06 12:45

Percy

04/04/06

04/06/06 19:56

Betty

03/28/06

03/29/06 20:17

SAM

03/28/06

04/06/06 19:58

Elizab:

5| ) | &) &

03/28/06

03/31/06 10:28

Mary

03/28/06

03/31/06 10:11

Percy

03/28/06

03/31/06 10:19

Samu

03/28/06

03/31/06 10:25

Juan

@ [03/28/06

03/28/06 12:21

Chase

28 of 58

7/27/2006



WebChartMD

c. Printing a Document

By selecting a single line or multiple lines, or by control clicking them or shift
clicking them and then clicking on ‘Print’, files can be printed. The files will be sent to
the last printer that was used with Microsoft Word.

:: Final Folder for Jeffrey Sears

04/11/06 12:32 |04/11/06 1

Pending 04/09/06 12:36 |04/19/06 C
o 3 [04/04/06 11:25 |04/04/06 1
'.!_L‘r,J 3 [04/04/06 11:05 |04/06/06 1
Inbax (8 [03/25/06 13:01 |03/29/06 :

','_'1’ P @ 03/28/06 13:01 |04/06/06 1
u @ | 03/28/06 13:01 [03/31/06 1
Rejected 03/28/06 13:01 |03/31/06 1
iy 03/28/06 13:01 |03/31/06 1
w 03/28/06 13:01 [03/31/06 1
Final 3 (03/28/06 11:51 |03/28/06 1

d. Deleting a Document

By selecting a single line or multiple lines, or by control clicking them or shift
clicking them and then clicking on ‘Delete’, files can be deleted. The file/s will be
permanently deleted and will not! be recoverable.

:: Final Folder for Jeffrey Sears

04/11/06 12:32 |04/11/06 14:58

Pending 04/09/06 12:36 |04/15/06 02:20
o @ |04s04/06 11:25 |04/04/06 12:45
LJ 8| 04/04/06 11:05 |04/06/06 19:56
Inboa @ |0as28/06 13:01 |03/29/06 20:17
- @ | 03/28/06 13:01 |04/06/06 19:58
M 3 |0as28/06 13:01 |03/31/06 10:28
Rejected 03/28/06 13:01 |03/31/06 10:11
N 03/28/06 13:01 |03/31/06 10:19
w 03/28/06 13:01 |03/31/06 10:25
Final @ |oas28/06 11:51 |03/268/06 12:21
JF—" P

When the files that need to be deleted are selected and the “Delete” button is clicked a
confirmation dialog box will display. Press the “Yes” button in this dialog box to
complete the deletion.

rg' ConfinmAction — Webpage lialog: ﬂ mi
& hth:ls:ﬂsemre.webmarhﬂd.oomMCMD.’PorEIMOdals[ConﬁrmAcﬁ:D ﬁ

dictations? Once deleted, you will be unable to
retrieve them.

Documentation Draft v0.5.5 @ Are you sure you want to delete the selected 7/27/2006
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e. e-Signing a Document

By selecting one line or multiple lines, or by control or shift clicking them, and

clicking the “e-Sign” button files can be e-Signed.

:: Final Folder for Jeffrey Sears
|#le | .
Dr. J. Sears Uploaded Finished
=1 04/11/06 12:03 04/19/06 02:14
b@ 04/11/06 12:32 |04/11/06 14:58 |Percy
Pending 04/09/06 12:36 |04/19/06 02:20 |Joseph
P S 3| 0a/04/06 11:25 |04/04/06 12:45 |Percy
I!'—-F‘ @ 04/04/06 11:05 |04/06/06 19:56 |Betty
Inbox @ |03/28/06 13:01 |03/29/06 20:17 |SAM
P @ 03/28/06 13:01 |04/06/06 19:58 |Elizabeth
M @ 03/28/06 13:01 |03/31/06 10:28 [Mary
Rejected 03/28/06 13:01 |03/31/06 10:11 |Percy
T-{_A-_“' 03/28/06 13:01 |03/31/06 10:18 [Samuel
M 03/28/06 13:01 |03/31/06 10:25 |Juan
Final @ 03/28/06 11:51 |03/28/06 12:21 |Chase

Once the files are selected that need to be e-Signed, click the “e-Sign” button. Then a
confirmation dialog box will display. Click the “Yes” button in this dialog box to
complete the e-Signing process.

% SOTH T T DT e ST HEE ) &l e ﬂ]'
|g| htn:ls:ﬂsemre.webchartrnd.comM'CMD!PorEIModalsIConﬁrmncﬁ:

Are you sure you want to eSign the selected
documents? Once eSigned, the documents cannot
be modified any further.

@

4 s

https://secure. webchartmd. comWCMD Portalh + Trusted sites

f. Faxing a Document

First in order to fax a document make sure that no pop-up blocking software in
enabled. Then select the documents that need to be faxed and click the “Fax” button.

04/04/06 19:34 04/11/06 04:10 Smith
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Once the files that need to be faxed have been selected, a fax number has been entered
and the “Send Fax” link has been clicked a pop-up notification will come up. This pop-
up states that the document has been added to the fax queue. To close the notification
window click the “OK” button.

" - : |
Wiy rarias Eanlarap ﬂ

! E Fax successfully added to queue!
L]
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Using WebChartMD - For the MT Vendor

Opening the Web Portal
Go to “www.webchartmd.com” and click on the “LOG IN” button.

WebChartMD

Efficient. Simple. Liberating. FORTRANSCRIPTIONISTS ~ FORPHYSICIAN OFFICES ~ CONTACTUS  LOGIN

Your Transcription. Our Technology.
— A Davfnrt M atrh

Then on the next page type a username and password into the fields and click the
“Submit” button. If done successfully the view will change and the web portal will be
displayed with a username displaying near the top of the page.

WebChartMD

Efficient. Simple. Liberating.

Member Login

Your Transcription. Our Technology. A Perfect Matc

Username | jexample
Password | ##i3+ss
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- The Inbox Folder

This folder contains all the items that have been received from the care provider
that are awaiting transcription. In this folder view the date when the transcription was
dictated, and uploaded, as well as whether the item is STAT or not can all be seen.
Information about which care provider the file is from and the dates that the file was
dictated and uploaded can also be seen. The “Search” button at the top of the screen can
be used to search items by their dictation date, upload date or the care provider’s first or
last name. There is also a field indicating the routing destination for individual files.

:: Inbox Folder for Samantha Cooper
@ | & cnange Routing ¢ Search | (=) Live Chat

Uploaded

Sol Medical Center D Dictated

My Documents

Visd

05/05/06 17:00

05/05/06 17:04

05/05/06 17:02

05/05/06 17:04

05/05/06 16:52

05/05/06 17:00

05/05/06 17:01

05/05/06 17:04

05/05/06 17:01

05/05/06 17:04

05/05/06 16:52

05/05/06 17:00

a. Routing a Dictation

By selecting one line or multiple lines, dictations can be routed to a different
MLS. Once the items which routing needs to be changed for are selected click the
“Change Routing” button and select the MLS that would like to route the items to by
clicking on the drop down arrow and selecting the MLS from the list.

.i.; Change document routing

Route documents to: - Apply Routing

Dictated

00:00:08

Ramsey, James

05/05/06 17:02 1hr STAT

Once an MLS is selected click the “Apply Routing” button.

| ®changeRoutng g7 Search | (I Live Chat

Center || Change document routing

Route documents to: Amanda Sells =

Apply Routing

Care Provider Routing | Length

Dictated Uploaded File Name
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b. Searching for a Dictation

To search for a document click the “Search’ button on the main menu and enter
the parameters to be used. Once either a CP first name, CP last name, uploaded from,
uploaded to, or a filename have been entered click the “Search” button.

Care Provider First Name: | Care Provider Last Name: |
Uploaded From: w Uploaded To: w
Filename: | i

- The Rejected Folder

This folder contains all the items that have been sent to the care provider and that
the care provider rejected because of erroneous material. All of the same information
about a file that can be viewed in the inbox view can be seen here and in addition, the
rejection reason and the patient’s demographic information can be viewed. Once again
there is a search feature that can be utilized.

:: Rejected Folder for Samantha Cooper

Sol Medical Center D Dictated Uploaded Rejecte
My Documents 01/02/05 00:28 [03/21/06 23:32 [04/12/06 01

- B

W =
)

Inbox

-t
s .

a. Routing a Transcription

By selecting one line or multiple lines, a dictation can be routed to a different
MLS. Once the items which need to have routing changes made are selected click the
“Change Routing” button and select the MLS that the items need to be routed to by
clicking on the drop down arrow and selecting the MLS from the list.

.jenuter E‘| Change document routing

Route documents to: - Apply Routing

Dictated Care Provider Routing
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Once an MLS has been selected click the “Apply Routing” button.

[PR— T 00 R0 e 8 D O i S e ml D LB G

Center ij Change document routing

nts Route documents to: Amanda Sells - @

j 7 Dictated Uploaded Rejected Last Care Provider Routing
] D1/02/05 00:28 '03/21/06 23:32 |04/12/06 01:04 |James  |/Smith  |23000012 | 04/12/06 02/29/2004! Smith, James | Cooper, Sam:

b. Searching for a Transcription

To search for a transcription click the “Search” button on the main menu and
enter the parameters to be used. Once either a filename, ID #, first name, or last name
has been entered click the “Search” button.

Ssomt S oumesouny __Q omgsprcs v

~anter [;j Filter Criteria

nts Filename: | ID# |
j First Name: | Last Name: |

¢. Submitting an Updated Transcription

By selecting one line or multiple lines, or by control or shift clicking them and
pressing the “Submit” button files can be submitted to the care provider. Once the files

that need to be sent to the care provider are selected click the “Submit” button and the
files are sent on their way.

| & crege e

Center Dictated Uploaded Rejec
ints

d. Updating/Changing Demographics

First make sure that no pop-up blocking software is enabled and then select a
single document. Once a single document is selected click the “Demographics” button.

o suomi G crngerouing_ QEmogmis>, P sewen |
Zenter EI Dictated Uploaded Rejected First Last
nts

When the “Demographics” button is clicked a pop-up will display with all the
information that can be changed for that patient’s demographics. Once the necessary

Documentation Draft v0.5.5 35 of 58 7/27/2006



WebChartMD

changes have been made click the “Update” button and the changes are made on the
server.

2]
| @ http:ffsecure. webchartmd. com/M/CMD_Test/Portal Modals {ChangeDemographics. aspx

Patient Demographics

Ehangellemograpiiics==Welipageliialog)

First Name: |Jam&s | Last Name: |5mith |
Date of Birth: |2fZEr’ZUU4 w ‘ Date of Visit: |4r’12r’2005 v |
Patient ID#: 23000012 | Report Type:  Admission |

—_—
Update”§ Cancel
L il

http: ffsecure. webchartmd. com/MCMD_Test/Portal Modals/ChangeDemo v’ Trusted sites

- The QA folder

This folder allows the work of the MT vendor’s transcriptionists to be QAd if
their privileges have been set so that they cannot upload directly to the care provider’s
inbox. The associated audio file can be played as the transcribed document is read.

:: QA Folder for Samantha Cooper

emographics

3

a. Searching for a Transcription

To search for a transcription click the “Search” button on the main menu and
enter the parameters to be used. Once either a filename, ID #, first name, or last name
have been entered then click the “Search” button and the list of transcriptions will be
filtered.

First Name: | | Last Name: | |
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b. Submitting a Transcription

By selecting one line or multiple lines, or by control or shift clicking them and
pressing the “Submit” button files can be submitted to the care provider. Once the files
that need to be sent to the care provider have been selected click the “Submit” button and
the files are sent on their way.

a Demographics ﬁS«Bﬂmh
Center E| Dictated Routed ]

01/02/05 00:28 04/06/06 11:10| 04/1

c. Updating/Changing Demographics
First make sure that no pop-up blocking software is enabled and select a single
document. Once a single document is selected click the “Demographics” button.

Center E| Dictated Routed

When the “Demographics” button is clicked a pop-up will display with all the
information that can be changed for that patient’s demographics. Once the changes have
been entered click the “Update” button and the changes are made on the server.

Z\Ghangelemograpliics —Webpagelialog) ﬂ mi
W hitp://secure.webchartmd, com/WCMD_Test/PortalModals/ChangeDemographics. aspx D
Patient Demographics
First Name: |Merlin| Last Name: |Sheeba
Date of Birth: Date of Visit:
Patient ID#: 000002 Report Type: |Admission

http:/fsecure.webchartmd.com/MCMD_Test/Portal Modals/ChangeDemo J’ Trusted sites
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Using the desktop client

1. Open WebChartMD by double-clicking the desktop icon named “WebChartMD” or
by accessing the start menu and opening the WebChartMD folder and then clicking
the icon there named “WebChartMD”.

2. Enter a username and password in the appropriate fields. Once a username and
password have been entered press the “Login” button.

o WebCharthD, |- J|B)[X ]|

WebChartMD

Username

| sdouglas

Password

EEEERE

- Transcribing a document using WebChartMD

By right clicking the WebChartMD tray icon and clicking the “Transcribe
Dictations” option the document transcription interface can be accessed.

Show Dictations

Settings

Ewit

a. Associating a Dictation

A word document can be associated to a dictation by clicking “Associate
Dictation” button in the menu or by pressing ctrl+alt+a.

p

A dinanscnibe ctations

Documentation Dra E@ E@ b 7/27/2006
sociate Dictati Remove Association Flay Dictation C

! File Edit WView Insert Format Tools Table Window Help




To associate a dictation:

WebChartMD

1. Click “Associate Dictation” or press ctrl+alt+a and a dialog box will come up

2. Select the dictation which needs to be transcribed and click “associate.” If the
program is set to use the default template then it will automatically use that
template but if it has not been selected, it will bring up a dialog box showing the
default template folder where a template can be selected. Once a template has
been selected and the “Open” button has been clicked the word document will be

started.

ASsoGiate DICtation:

Dictated

Uploaded File Name Care Provider TAT & Routing Length Association

4712006 10:03: | 4/7/2006 10:15:26 | jsears-04072006-1 | Sears, Jeffrey | Standard | Douglas, Susan | 00:00:01 |

e
pleaseselectaicrosoftWond demplata) [?] E‘ﬂ‘
Look in: |-i) Templates LJ * o E-
3 4 | ~sbMOTester.dot
l_ﬁ | ~ghormal.dot
Recent @] Normal.dot
Documents || pp 0GRESS NOTE. dot
@ W] SURGICAL NOTE.dot
= W] ebChartMOTemplate. dot
Desktop
Documents
Computer
Network Places  File name: | j Cpen
Files of type: | Microsoft Word Templates | ﬂ
)

b. Removing an Association

An association can be removed by clicking Remove Association” button in the

menu or by pressing ctrl+alt-+r.
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- Inansenibelictations

i

Associate Dictation

P

! File Edit Wew Insert Format Tools Table Window Help

Once “Remove Association” has been clicked or ctrl+alt+r has been pressed a prompt
will come up asking for confirmation of the association removal and informing the user

that the word document will be deleted.

WebGhanii
Are you sure you want to remaove this document's assodation? This document will be deleted and cannot be

l’

recovered.

Yes I Mo

c. Playing a Dictation
A dictation can be played by clicking Play Dictation” button in the menu or by

pressing ctrl+alt+p.

s Iransenbe ctations)

i e

Associate Dictation  Remove Association
i Flle Edit View Insert Format Tools Table Window Help

H T

When “Play Dictation” is clicked or ctrltalt+p is pressed the audio player will be
launched and all the normal tasks can be performed on the audio file such as play,

rewind, fast forward, etc.
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_ERDIEssSEHbE

d. Copying a Dictation

A dictation can be copied by clicking “Copy Dictation” button in the menu or by
pressing ctrl+alt+c.

s Inanscnibe Dictations:

B

Aszorciate Dictation  Remove Association Play Dictation

When a dictation is copied a small dialog box will prompt the user to enter the number of
dictation copies the user would like to make. This feature is largely useful when a care
provider dictates more than one patient’s information in the same audio file. Once the
number of copies has been entered click the “Submit” button.

Number of Dictation Copies

l1 =

[ Cancel 1[ Submit J
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e. Inserting patient demographics

Patient demographics can be inserted into a word document by clicking the
“Insert Demographics” button in the menu or by pressing ctrl+alt+i.

s Transcribe Dictations. A=
iy i > i
Associate Dictation  Remowve Association Play Dictation Copy Dictation gsert Demographi UploadDocument
! Fle Edit View Insert Format Tools Table Window Help Type a guestion for help
Jlj Sl A M) e T 22 d B =BTl -]®| jigesd
I_IIBIUI— = = TSR T

Once the dialog box comes up the user can enter a variety of patient information to search
for. Patient information can be searched for by patient ID number, first name, or last
name.

[ Inzgne Usploadraniies mi
Search: |Doe

Cancel ]’ Insert

Once the search is initialized a second view will allow the user to select the specific
patient demographics that need to be inserted. Once the selection has been made click
the “Insert” button. The patient demographics should now be inserted in the document.

Insentllamognaphics: mi

Search: |doe
Patient ID First Name Last Name &| Date of Birth

|— 3455346636 John Dos 11111887
|— 34583558 Jane Dos 11111887
|— 943MRT John Doe 11111887
|— 222-11-122 JOHN DOE 111115887
|_ 311-23-1248 JOHN DOE 11111987

[ Cancel ][ Insert
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f. Uploading Documents

A dictation can be uploaded to the server by clicking “Upload Document™ button
in the menu or by pressing ctrl+alt-+u.

-+ "
it iR b i )
Associate Dictation  Remove Association Play Dictation Copy Dictation Insert Demographics loadDocumel
! Fle Edit View Insert Format Tools Table Window Help Type a guestion for help

B3 e o il S e T 0

Once Upload Document” is clicked or ctrl+alt+u is pressed a dialog box will pop up
asking the user to verify that the patient demographic information is correct. A document
can also be set to be sent for QA when it is uploaded. To select an item for QA click the
checkbox beside the route to quality assurance dropdown list and select the person to QA
the document from the dropdown list beside the checkbox. Once the information has
been verified press the “Upload” button to send the document and that information to the
server.

ﬁpl-r Docnments

Patient ID#: |li15s4 |

Date of visit: |‘3'-'i'22'?*3’[7'6
Date of birth: |

Report Type | Office Note

First name: |JE'r1E

Last name: | Doe

Route To Quality Assurance

| o
Comments:

[ Cancel ]i Upload i

- Changing Settings and Parameters

The settings and parameters can be changed by right clicking the tray icon for
WebChartMD. NOTE: When a user logs in a welcome message will be displayed

i) webChartMD
You have 33 new QA documents!

7/2006

You have 13 dictations in your Inbox,
Yot bave 27 Ararmimente imowen e C1A Falder



WebChartMD

a. Changing the default template directory, the default template and
other template settings

Once a user has logged into the desktop client the directory where the dictations
are downloaded to the user’s computer can be changed. To do this right click the tray
icon and click “Settings”.

Show Dictations
Transcribe Dictations

Once “Settings” has been clicked a dialog box should come up allowing the user to
change the default template directory and what the default template is as well as various
other template settings.

- 5]

Default Template Directory

| C\Documents and Settingsh, <username> ‘Application Data\Microsoft\Templates | [ J

Default Template

| Ci\Documents and Settingsh, <username> ‘Application Data\Microsoft\Templates | [ J
Frompt for Template Template As Report Type Assodate Next Dictation

'O' Yes @ Yes OY&S {Launch next dictation)

{(# No {Use Default) ) Mo ®Na

[Cancel][ Saue]

The prompt for template section allows the user to change whether or not the word plug-
in will prompt for a template to use when starting a new dictation. The template as report
type section decides whether or not the type of template is the report type.
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b. Changing Line Count Settings

Once a user has logged into the desktop client the directory where the dictations
are downloaded to the user’s computer can be changed. To do this right click the tray
icon and click “Settings”.

Show Dictations
Transcribe Dictations

In the dialog box that comes up click the “Line” tab

Default Template Directory

| C:\Documents and Settings', <y

Default Template

| C:\Documents and Settingsh, <1

Once the user has clicked the tab the view should change showing new options that allow
line count settings to be changed.

aE

Rate

fzoo = cents per sla_d-:t:hamct Ed| tine

Gross Definition

A line consists of Iﬁ: ﬁ |-Lr-ara-:t-':l: |

A word consists of | E:a or more characters

Net Definition

Lines will have If: j |-Lr-ara-::-':r: without spaces

[Cancel][ Sm]

The line count settings actually extend over three tabs: the “Line”, “Character”, and
“Advanced” tabs. The options within the “Character” and “Advanced” tabs’ options only
activate according to the rate selection. In the image above a “Black Character” count is
used. With the black character setting the only things the user can change are the price
per line and the number of characters per line. The additional options are identical for
both the “Black Character” setting and the “ASCII” setting. With the “gross” and “net”
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settings the “Character” and “Advanced” tabs’ options become active. Most of the
options within the “Character” and “Advanced” tabs are self explanatory.

Basic Underline

D Count any space ortab as character D Count each underline as two characters

D Count carriage return as character |:| Count underline on and off as two characters
-Bold- Capitalization

|:| Count each bold as two characters |:| Count each capitalization as two characters

|:| count bold on and off as two charackers D Count capitalization on and off as two characters

Italics
|:| Count each italic as two characters

|:| Count italic on and off as two characters

[ Concel ] [_save ]

|GEI'Eﬁil| Line ||G'|a|ac’ter

-Advanced

|:| Count font change as a character

[:l Count spedal character treatments on and off as a character

[] count headercharacters Once 7
[ count footer characters | gpea !

[Cancel][ Save]
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Using WebChartMD - For the MLS

Opening the Web Portal
Go to “www.webchartmd.com” and click on the “LOG IN” button.

WebChartMD

Efficient. Simple. Liberating. FORTRANSCRIPTIONISTS ~ FORPHYSICIAN OFFICES ~ CONTACTUS  LOGIN

Your Transcription. Our Technology.
— A Davfnrt M atrh

Then on the next page type a username and password into the fields and click the
“Submit” button. If the user has done this successfully the view will change and the user
will now be in the web portal with the user’s name displaying near the top of the page.

WebChartMD

Efficient. Simple. Liberating.

Member Login

Your Transcription. Our Technology. A Perfect Mat

Username | jezample
Password | ¥33#433
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- The Inbox Folder

This folder contains all the items that the user has received from the care provider
that are awaiting transcription. In this folder view the user can see the date when the
transcription was dictated, and uploaded as well as whether the item is STAT or not. The
user can also see information about which care provider the file is from and the dates that
the file was dictated and uploaded. Click the “Search” button at the top of the screen to
search items by their dictation date, upload date or the care provider’s first or last name.

:: Inbox Folder for Samantha Cooper

@ | & change Routing o Search | (=) Live Chat

Sol Medical Center Q Dictated Uploaded
My Documents 05/05/06 17:00 | 05/05/06 17:04
05/05/06 17:02 05/05/06 17:04
05/05/06 16:52 05/05/06 17:00
05/05/06 17:01 05/05/06 17:04
05/05/06 17:01 05/05/06 17:04
05/05/06 16:52 05/05/06 17:00

a. Searching for a Dictation

To search for a document click the “Search’ button on the main menu and enter
the parameters to be used. Once either a CP first name, CP last name, uploaded from,
uploaded to, or a filename has been entered click the “Search” button.

T, Divecrs:
nts Search Criteria
=y I Care Provider First Name: | Care Provider Last Name: |
J Uploaded From: v Uploaded To: v

Filename:

ox
g Emm

- The Rejected Folder

This folder contains all the items that have been sent to the care provider and that
the care provider rejected because of erroneous material. All of the same information
about a file that can be viewed in the inbox can be seen and in addition, the rejection
reason and the patient’s demographic information can also be seen. Once again there is a
search feature that can be used.

:: Rejected Folder for Samantha Cooper

o | Qf Submit 5 Change Routing a Demog
Sol Medical Center m Dictated Uploaded Rejecte
My Documents 01/02/05 00:28 | 03/21/06 23:32 |04/12/06 01

i
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a. Searching for a Transcription

To search for a transcription click the “Search” button on the main menu and
enter the parameters to be used. Once either a filename, ID #, first name, or last name
has been entered click the “Search” button.

| Filter Criteria

Filename: | | ID # | |

First Name: | ] Last Name: | |

b. Submitting a Transcription

By selecting one line or multiple lines, or by control or shift clicking them and
pressing the “Submit” button files can be submitted to the care provider. Once the files
that need to be sent to the care provider are selected click the “Submit” button and the
files are sent on their way.

c. Updating/Changing Demographics

First make sure that no pop-up blocking software is enabled and select a single
document. Once a single document is selected click the “Demographics” button.

Submit Search
Dictated Uploaded Rejected
01/02/05 00:28|03/21/06 23:32 05/07/06 15

< |
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When the “Demographics” button is clicked a pop-up will display with all the
information that can be changed for that patients. Once the changes have been entered
click the “Update” button and the changes are made on the server.

rg. Cilngalzplodrapiies — ez Do ﬂ B.
W/ http: /fsecure.webchartmd. com/WCMD_Test/Portal Modals/ChangeDemoaraphics. aspx D
Patient Demographics

First Name: |James] Last Name: |Smith
Date of Birth: |2/25/2004 L Date of Visit: [4/12/2006 v
Patient ID#: 23000012 Report Type: |Admission
http: {/secure. webchartmd.com/M/CMD_Test/PortalModals/ChangeDemo) f Trusted sites

Using the desktop client
1. Open WebChartMD by double-clicking the desktop icon named “WebChartMD” or
by accessing the start menu and opening the WebChartMD folder and then clicking
the icon there named “WebChartMD”.
3. Enter a username and password in the appropriate fields. Once the user has entered a
username and password press the “login” button.

o WebCharthD, |- J|B)[X ]|

WebChartMD

Username

| sdouglas

Password

EEEERE
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- Transcribing a document using WebChartMD

By right clicking the WebChartMD tray icon and clicking the “Transcribe
Dictations” option the document transcription interface can be accessed.

Show Dictations
Iranscribe Dictations
Settings

Ewit

a. Associating a Dictation
A word document can be associated to a dictation by clicking “Associate
Dictation” button in the menu or by pressing ctrl+alt+a.

=0 ali

it W >
@Hﬂm& Association Play Dictation

C
! Fle Edit View Insert Format Tools Table Window Help
TN N RN IE RN A neas e

i - -l -llB LU=
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To associate a dictation:

1. Click “Associate Dictation” or press ctrl+alt+a and a dialog box will come up

2. Select the dictation which needs to be transcribed and click “Associate.” If the
program is set to use the default template then it will automatically use that
template but if it has not been selected, it will bring up a dialog box showing the
default template folder where a template can be selected. Once a template has
been selected and the “Open” button has been clicked the word document will be
started.

i

Look in: |E)Templates j - £k E5-

Lé J:J ~SbMDTester dot
9| ~giormal. dot
Recent ] Normal dot
Documents |4 pp ogrEss NOTE. dot

@ W8] SURGICAL NOTE.dot

@WebcharmDTemplahe.dot

Desktop

Documents

L

Computer

Network Places  File name: | j I_IDpan
Files of type: I Microsoft Word Templates LI Cancel

b. Removing an Association

An association can be removed by clicking “Remove Association” button in the
menu or by pressing ctrl+alt+r.

i i >

Associate Dictation Associat Play Dictation

! Fle Edit Wiew Insert Format Tools Table Window  Help

| -| | -IlB z U=
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Once “Remove Association” has been clicked or ctrl+alt+r has been pressed a prompt
will come up asking for confirmation of the association removal and informing the user
that the word document will be deleted.

2 Are you sure you want to remaove this document's association? This document will be deleted and cannot be

recovered.
Yes I Mo

c. Playing a Dictation
A dictation can be played by clicking “Play Dictation” button in the menu or by
pressing ctrl+alt+p.

we (ranscribe Dictations,

i i

When “Play Dictation” is clicked or ctrltalt+p is pressed the audio player will be
launched and all the normal tasks can be performed on the audio file such as play,
rewind, fast forward, etc.

EXDrasssenibe B

File Control View Typing Bookmark Settings

20060515

1
@ 0:00:00.0

IERROE
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d. Copying a Dictation

A dictation can be copied by clicking “Copy Dictation” button in the menu or by
pressing ctrl+alt+c.

B
Aszorciate Dictation  Remove Association Play Dictation
{ Fle Edit View Insert Format Tools Table Window Help

-F :.I-ﬁ . " ..,.-...---. T a. :ri-'--:.. k-

When a dictation is copied a small dialog box will prompt the user to enter the number of
dictation copies the user would like to make. This feature is largely useful when a care
provider dictates more than one patient’s information in the same audio file. Once the
number of copies has been entered click the “Submit” button.

oy L FAL]E

Number of Dictation Copies

l1 =

[ Cancel 1[ Submit J

e. Inserting patient demographics

Patient demographics can be insterted into a word document by clicking the
“Insert Demographics” button in the menu or by pressing ctrl+alt+i.

| . + T
alrd R b i &)
Associate Dictation  Remove Association Flay Dictation Copy Dictation gsert Demographicsd  UploadDocument
! Fle Edit View Insert Format Tools  Table  Window Help Type a question for help

Documentation Draft v0.5.5 54 of 58 7/27/2006



WebChartMD

Once the dialog box comes up the user can enter a variety of patient information to search
for. Patient information can be searched for by patient ID number, first name, or last

name.

r Inzgne Usploadraniies m-.

Search: |Doe

Cancel ]’ Insert

Once the search is initialized a second view will allow the user to select the specific
patient demographics that need to be inserted. Once the selection has been made click
the “Insert” button. The patient demographics should now be inserted in the document.

Insentllamognaphics: mi
Search: | doe
Patient ID First Name Last Name &| Date of Birth
|— 355346636 John Doe 11111987
|— 34983598 Jane Doe 111111987

e John Doe 11711/1987
| 222-11-1122 JOHN DOE 111171887
[ 211-23-1245 JOHN DOE 11/11/1887

Cancel ][ Insert

f. Uploading Documents
A dictation can be uploaded to the server by clicking “Upload Document™ button

in the menu or by pressing ctrl+alt-+u.

S Transenibe Dictations

b K
| % -+
Aszsociate Dictation  Remowve Association Flay Dictation Copy Dictation Insert Demographics
Type a question for help

4 = | 1 :ll@,u | Read

ab

! Fle Edit View Insert Format Tools Table Window Help

BT /| |~ B o S 24 =
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Once “Upload Document” is clicked or ctrl+alt+u is pressed a dialog box will pop up
asking the user to verify that the patient demographic information is correct. A document
can also be set to be sent for QA when it is uploaded. To select an item for QA click the
checkbox beside the route to quality assurance dropdown list and select the person to QA
the document from the dropdown list beside the checkbox. Once the information has
been verified press the “upload” button to send the document and that information to the
server.

plogd lociments

Patient ID#: |li15s4 |

Date of visit: |‘3'-'i'22'?*3’[7'6
Date of birth: |

Report Type | Office Note

First name: |JE'r1E

Last name: | Doe

Route To Quality Assurance

| g

Comments:

| |
[ Cancel ] i Upload i
- Changing Settings and Parameters

The settings and parameters can be changed by right clicking the tray icon for
WebChartMD. NOTE: When a user logs in a welcome message will be displayed

i) webChartMD

You have 33 new QA documents!

You have 13 dictations in your Inbox,
¥ou have 33 documents in your QA Falder,
You have 43 documents in your Rejected Folder,

a. Changing the default template directory, the default template and
other template settings
Once a user has logged into the desktop client the directory where the dictations

are downloaded to the user’s computer can be changed. To do this right click the tray
icon and click “Settings”.

Show Dictations
Transcribe Dictations
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Once “Settings” has been clicked a dialog box should come up allowing the user to
change the default template directory and what the default template is as well as various

other template settings.

EEX

A I oy Ly
WehEhartMi Setiings

Default Template Directory

C\Documents and Settingsh, <NEEMmames ‘Application Data\Microsoft\Templates E

Default Template

Ci\Documents and Settingsh, <username> ‘Application Data\Microsoft\Templates E
Frompt for Template Template As Report Type Assodate Next Dictation
'O' Yes ,@, Yes "S'"r'es {Launch next dictation)
{(# No {Use Default) ) Mo ®Na

[ Cancel I[ Save I

The prompt for template section allows the user to change whether or not the word plug-
in will prompt for a template to use when starting a new dictation. The template as report
type section decides whether or not the type of template is the report type.
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