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Front Page

The front page appears when the MT Admin logs in successfully. This gives a feel of the actual
interface of the software. The MT Admin can manage and control his entire account from this

page.

s,
: A

Home B

o AU ARCHIYE

3 ooc sscrav

o WEW FOR ESTRIBUTION

£ FTUES UMD MR

1m0 Logn et [rm——— R 16230141 130

133308 Rousng Ann arie WAUDHD] Haiser_Tooup——DR00RZ0 DB 0126201 B T3043 wan epioaded assigned in WT

RN Fouting Ann Mari
133108 Foung AT aially avaigned s uT
133008 Routing et MT AGmin 2012 3300w upioaded avskned o MT
unm Lopn nan
131008 Housng warma = Henstisbnovs_02_3T-DEOL-S2I0I11 dot ampbrind
LT Lagn bl wary
a0 Logn i Aen MT Rty 3
1108 Last Logost stk G4 Rogn i TIE TR 14115
11108 foung wima OS] rwn_Linda_Kenstanbnses,{13_0%-040L-0374391 3
138300 Fousng warns _Manstantnan_i4_54-06
18008 Logn s Aisson MT ]
114600 Houng ann astie Lo DORSIPSA- DB OTIRION 51 35111 wiv spkiaded wsaigned b MT
129108 Hausng Ao Mare AL K o
124908 Foutng Aiseon MT PUDR] Barh_Miasi—SI5861 00D 5 e APy AT 12 T
124000 flauing iten N1 K] Catie_Dams— 157561 4-00R01 12 e massually S signed fo M1
1708 Fiueng A T JALEHD P, A 5— 1950112000 anany Kisgae N NT
124700 Logn nfs Benk
(R Logn inis Habakn 04
124208 frowng tarvww T Aam OTHIIN NI T o
11T Logn ki Aitgwn MT Rty 7
123600 Fouing Ko MT DD Porera_ sT515% LT n T
11308 Rausng sitarven M1 Ao JALCHO o sasni— S 20011-00R0 1R35-DH0R BI0T01 2131308 wew iplouted Basgned 13 M1
13308 Rousng Marma | SORO71T-DBOL-030381 341 7120

ns, Commants, o Suggestions, plause reler 10 the MELP S8ciion of s e semescrs

Details of this page are as follows:

1. Medikin’s logo appears on the top left corner. Medikin offers the MT Admin a feature of White
labeling, in which Medikin’s logo is replaced by your company’s logo.

. The MT Admin greeting with information about the last login as per Eastern Standard Time.

. Shows the current time as EST.

. The software version is specified above the details of recent account activity.

. Particulars of recent account activity are displayed in the middle of the page. It illustrates the
date, time of occurrence of event, type of event, and the account ID and IP address from
where the event has occurred. The details of the files are also specified if any events
related to files have taken place. This information is shown for the previous 3 to 4 days.

6. There are two buttons, at the top left, called Audio Archive and Doc Archive.

Audio Archive will show the details of all audio files uploaded by the doctor.
Doc Archive will show the details of all of the document files.
7. The two buttons opposite the Archive buttons allow an immediate view into the workflow.

b wiN

New for Distribution — This option shows the list of all the audio files that have come to the
MT Admin for manual distribution.

Under MT/Edit - This option helps the MT Admin to determine the actual number of files
being transcribed or edited.



8. Navigation Menu option buttons are the blue toolbar on the left hand side of the page.
Various assisting options available to the MT Admin are:

File Routing — This is a more comprehensive version of Under MT/Edit.
Single File Allocation — Another form of File Routing that’s similar to Under MT/Edit

Current TAT Status — This option displays details of Turn Around Time for files being
transcribed.

Upload Shared File — Ability to upload a file that is viewable by a specific client and all of
the transcription staff under one MTSO

Search Records — The MT Admin can retrieve the audio and transcribed files depending
upon the selected criteria.

Workpool Settings — This option helps the MT Admin to adjust the Workpool settings for
each doctor who is affiliated with this MT Admin account.

MT/QA Account List —Shows various transcriptionists accounts handled by the MT Admin.

Create New MT/QA Account — Creates a new MT/QA account.

Billing Setup — The MT Admin can setup the billing blueprint for his/her clients through the
billing setup option. Master Admin must enable this feature for is/her client MTSO (MT
Admin).

Template Archive — This option is for the MT Admin to manage all of the templates
uploaded by the doctor.

Billing report — The Master Admin must enable his option. It generates a billing report
depending upon the criteria given.

QA Feed Back — The MT Admin can track the performance of their MTs/QAs through this
option.

Turn Around Time Report — Displays the details of Turn Around Time for completed
transcribed files.

Account Activity Log — This option gives a detailed report of all the events occurring in the
MT Admin’s account for the selected time range by event and account basis.

FAQ — These are frequently asked questions which may answer the MT Admin’s queries.

Send A Message — In case of a technical or non-technical problem, the MT Admin can send
a message to the Master Administrator or the Site Admin to have the problem resolved.

Change Password — The user can change his/her account password.

Log Out & Exit — The user can log out by clicking this button.



Audio Archive

The Audio Archive is a store of all the audio files (dictations) uploaded by the providers as per
the contractual storage time-period of these files. This feature enables the MT Admin to perform
various activities. For instance, the administrator can listen to and download the audio files, view
and download all levels of transcribed/edited files and compared documents, and monitor the
status of the audio files. All of the files are sorted in descending order, starting from the most
recent date. This page shows the activity of the last fifteen days by default, but a date-sorted
report with other Report Criteria can also be generated.
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Report Criteria

Report Criteria allows the MT Admin to sort the report per the following parameters: Doctor, MT,
or File Status for a particular date range.

Steps to generate areport.
1. Select the criteria basis — Dictator, MT or File Status. Select any one report criteria at a time.
- Dictator basis: Select the doctor you want to view from the drop down list. By default the
“All" dictators list appears. If you select any HMO (clinic/hospital) account list, then all of

the files for the affiliated doctors will appear.

- MT/QA basis: Select the MT or QA from the drop down list. By default the “All” MTs/QAs



list appears.
- Status basis: If status is chosen, select one of the following:

- Files to be assigned
- New for download

- Under MT

- Under QA1

- Under QA2

- Red Flagged

- Stat (Urgent) Files

2. Select the period for which the files are to be viewed.

3. Click on the “Generate Report” button.

As per the report criteria selected, the system shows the total number of audio files, file length in
mintues and size in KB (kilo bytes). By default, a list of 100 files is shown per page. You can
jump to another page from the Page List.

Column details:

All of the column buttonsH are sorting buttons.

1. File ID — This column displays the unique file ID assigned automatically by the system to
every audio file at the time of audio file upload. Click the link to File ID to perform the
following functions:

- Download this Audio File
- Listen to this Audio File

2. Dictator — This column shows the name of the doctor (dictator) to whom the audio file
belongs. The dictator’s font color signifies the priority set by the MT Admin. Red is for high
priority, yellow is for medium priority and green is for low priority. Black is for normal (no
priority). A mouse-over image also details the priority level.

3. Audio File Name — This column shows the audio file name.

4. Size — This column displays the audio file length in seconds and the size in Kbytes. It shows
0 sec/K if no information is available in the file header information.

5. Dictation Date/Time — This column shows the details of the upload Date and Time of the
audio file by the doctor as per EST.

6. Stat — If the audio file is marked “Urgent” by the doctor, a red tick is shown to signify that this
audio file is to be transcribed/edited on a priority basis.

7. Red Flag — The system provides the MT/QA1/QA2 with the option to red flag a file at the time
of upload if they had a problem with it and want to refer it to the senior editor or the MT



Admin. This column shows a Red Flag image along with the account ID of the person who
had red flagged it if the file was red flagged

8. Status — This column shows the audio file status. It helps the MT Admin to determine the file

status which is depicted in a color schema to make it clearly visible.

© Red - File in Transit: When the file is to be downloaded by the transcriptionist, it shows a
red button with a "File in Transit" mouse-over image.
Yellow - In Process: When the file is downloaded and being worked by the MT, it shows
a simple yellow button with an "In Process" mouse-over image.

v Yellow 1 — Under QALl: When the file is with the QA1 for editing, it shows a yellow
button (“1” image on it) with an “Under QA1” mouse-over image.

2 Yellow 2 — Under QA2: When the file is with the QA2 for further editing, it shows a

yellow button (“2” image on it) with an “Under QA1” mouse-over image

@ Green — Completed: After the final file is completed and assigned to the doctor, it shows
a green button (tick mark on it) with a "Completed" mouse-over image.
Green — e Signed: When the doctor e-signs the file, the status changes to green with
(“e” image on it) with an “e Signed” mouse-over image. Once a file is e signed, the
system locks it so that no operations can be performed on the document file.

9. MT File — This column shows the MT ID who was assigned to transcribe the file. If the MT

10.

11.

12.

13.

has already uploaded the document file, it will show the transcribed file ID with a blue button
to download, update or review it. If workflow for the doctor is set as MT->Client, it shows
a dark green button £ when the doctor uploads the corrected file against it.

QA1 File — This column displays the QA1 ID who was assigned to edit the file. If the QA1

has already uploaded the edited document file, it also shows a blue button © with a “View
QAL File” mouse-over image. Click it to download, update or review the file. If the workflow
for the doctor is set as MT->QA1->Client, it displays a dark green button when doctor
uploads the corrected file against the QAL file.

QA2 File — This column displays the QA2 ID who has been assigned the file for further
editing. If the QA2 has already uploaded the edited document file, it also shows a blue

button & with a “View QA2 File” mouse-over image. Click the button to download, update or
review the file. If workflow for the doctor is set as MT->QA1->QA2->Client, it shows a dark
green button when the doctor has uploaded the corrected file against the QA2 file.

Compared Document MT — The MT’s document file is compared with the final file that has
been uploaded for the doctor. This serves as direct feedback for the MT so that he/she can
improve his/her accuracy. This column shows “NA” when the file is not compared because
the account is not set for file comparison. It shows “Waiting” when the file is in the process of
comparison and “Same” when there were no changes made to the document file. A dark

blue button © signifies the compared document file. Click it to view the file.

Compared Document QAL — The QA1’s edited file is compared with the final file that has
been uploaded for the doctor. This serves as direct feedback for the QA1 so that he/she can
improve his/her accuracy. This column shows “NA” when the file is hot compared because
the account is not set for file comparison. It shows “Waiting” when file is in the process of
comparison, “Same” when there were no changes made to the document file and a dark
blue button to view the compared document of the QAL.



14.

15.

16.

17.

Compared Document QA2 — When the doctor is not satisfied with final file, he/she makes
changes to it and uploads the corrected document. The system automatically generates the
compared document for the QA2. This serves as direct feedback for the QA2 and he/she
can improve his/her accuracy. This column shows “NA” when the file is not compared
because the account is not set for file comparison, “Waiting” when file is in the process of
comparison, “Same” when there were no changes made to this document file, and a dark
blue button to view the compared document of the QA2.

Template — If the doctor has uploaded any template along with the audio file, or there has
been an auto selection of the template by the system, this column shows the link for the
template. If there is no template for the audio file, it shows “NA.”

Attachment —The doctor can upload any attachment along with his/her audio file. This

74
column displays a paper clip “’f’ image to show if there is a file attachment with the audio
file. Download the attachment by clicking this image.

Remarks — The last column depicts the dictator's (doctor’s) remark for the transcriptionist for
this audio file.

Checkbox Functions

At the bottom of the page, there are certain checkbox functions to facilitate group activity on a
single click. The MT Admin can check mark selected audio files and can perform the following
functions on all the files simultaneously:

- Download Selected Audio Files
- Split Selected Audio Files
- Download all Level (MT/QA1/QA2) of the document file(s) with the option of downloading the

audio file(s).

- Download the Compared Document(s) with the option of downloading the audio file(s).

Steps to play an Audio File:

1. Click the File ID (in blue) in the first column of the audio archive. This will redirect you to a

page showing the details of the file.

2. At the bottom, click the “Listen to this audio file” button to play it online. Please note that you

can play only .wav and .mp3 files online. Other file formats such as .dss cannot be played in
Windows environment. For that, you need to download the audio file and then play them by
clicking on the file.

Steps to download an audio file:

Shown below are two ways to download an audio file through Audio Archive:



1. To download multiple files at a time

- Click on the check box in front of the file ID you want to download.

- You can select multiple files to download.

- Go to the bottom of the page and select the "Download Selected Audio files" radio button.

- Click the “Perform Checkbox Operation" button.

- The system will ask you for the folder address on your computer where you want to save
this file. You will then be able to download the file at the given location.

2. To download a single file

Click on the ID of the file that the MT Admin wants to download. The hyperlink will redirect
the user to a page showing all of the details of the audio file.

At the bottom, click the “Download this Audio file” button.

The system will ask you the folder address on your computer where you want to save this
file. You can then download the file at the given location.

Steps to split an audio file:

1. Click on the check box in front of the file ID you want to split. You can select multiple files to
split.

2. Go to the bottom of the page and select "Split Audio files" radio button.

3. Click the "Perform Checkbox Operation" button.

4. The system will redirect you to another page. Select the number into which the file is to be
disintegrated in the “Split File into” drop down list under the “Split Option” column.

5. Click the “Split Files” button.

Steps to listen to the audio file as well as view the corresponding transcribed file:

1. Click on the blue button or document file ID in the MT/QA1/QA2 File column. The hyperlink
will redirect you to a page showing all of the file details.

2. At the bottom, click the “Review Audio/Doc” button. This will open the document file in edit
mode and will then start playing the audio file if it is in .wav or . mp3 format.

Steps to Update the document file information:

1. The MT Admin can update the MT, QA1 or QA2 document file information. As per your
requirement, click on the blue button or document file ID in the MT, QAL or QA2 File column.
The hyperlink will redirect you to a page showing all of the file detalils.

2. Fill in the required information.

3. At the bottom click the “Update File Information” button.

There are two ways to download document files through Audio Archive:



1. To download multiple files at a time

- Click on the check box in front of the file ID you want to download.

- You can select multiple files to download.

- Go to the bottom of the page and select "Download all Level (MT/QA1/QA2) of the
document files” radio button. If the audio file is to be downloaded, then select the check
box also.

- Click the "Perform Checkbox Operation" button.

2. To download a single file

- Click on the blue button or document file ID in the MT/QA1/QA2 File column. The hyperlink
will redirect you to a page showing all the details of the file.
« At the bottom, click the “Download this document” button.

Steps to view compared document files:

1. Click on the dark blue button in the MT/QA1/QA2 File column to view the document.
2. Click the “Open” button to view the file or the “Save” button to save the file in the specified
location.

Steps to download compared document files:

1. Click on the check box in front of the file ID whose compared document you want to
download. You can select multiple files.

2. Go to the bottom of the page and select the "Download compared document(s)” radio button.
If the audio file is to be downloaded also, then select the check box.

3. Select the MT from combo box.

4. Click the "Perform Checkbox Operation" button.

Doc Archive

Document Archive is the storage of all the transcribed reports. The MT Admin can view and
download document files and listen to the linked audio file. He/she can also monitor the status
of the document files with the help of the color schema. All of the files are sorted in descending
order starting from the most recent date. This page shows the activity of the last fifteen days by
default, but a date sorted report with other Report Criteria can also be generated.
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Report Criteria

The MT Admin can generate the report of document files for a particular duration on account
basis:

Select the basis by clicking the radio button — Dictator or MT/QA.
- Dictator basis: Select the doctor from the drop down list. By default an “All” dictators list
appears. Select any HMO (clinic/hospital) account list and all of the files of the affiliated
doctors will appear.
- MT/QA basis: Select the MT or the QA from the drop down list. By default an “All”
MTs/QAs list appeatrs.

Select the duration for which the files must be viewed.

Click the “Generate Report” button. The system will display the files of the chosen period.

The system shows the total count of document files as per the report criteria selected,. By
default, a list of 100 files is shown per page. You can jump to another page from the Page List.
Column details:

All of the column buttons are sorting buttons.

1. File ID — This column shows the unique file ID assigned automatically by the system to every
transcribed file at the time of document file upload by the MT/QA.

2. MT ID — This column displays the MT/QA1/QA2 ID who last uploaded the file for the doctor.



3. Patient Name — This column shows the Patient/Client name.
4. Document File Name — This column displays the document file name.

5. Transcription Date/Time — This column shows the details of upload date and time of
document file by MT/QA as per EST.

6. Status — This column shows the file status. It helps the MT Admin to determine the file status,
which is depicted in a color schema to make it clearly visible.

© Red - For Approval: When the MT/QA uploads the document file but the doctor has not
downloaded it, this column shows a red button with a “For Approval” mouse-over image.
& Green — Approved: When the doctor downloads the document file, this column displays
the green button with an “Approved” mouse-over image. The doctor must download the
transcribed file.
Green — e Signed: When the doctor e-signs the document file, this column shows a
green button (“e” image on it) with ab “e Signed” mouse-over image.

7. Dictator — This column shows the name of the doctor (dictator) to whom the audio file
belongs.

8. Audio File — This column shows the audio file ID. It also displays the green button ©®
signifying that file is online. Click it to perform the following functions:

- Download this Audio File

- Review Audio/Doc
Otherwise it displays a red button £ to show that the audio file is offline. Click this button to
send a message requesting the Admin to get the file online.

9. Remarks - If the transcriptionist had a problem while transcribing the audio file and he/she
feels that it should be brought to the doctor’s attention, the system provides him/her with the

option to add a remark to the audio file while uploading the document file. This column
displays this remark for the file.

Checkbox Functions
At the bottom of the page, there is a checkbox function to facilitate multiple file download on a

single click.
- Download/View Selected Documents

Steps to download a transcribed report:

There are two ways to download a document file through Doc Archive:



1. To download multiple files at a time
- Click on the check box in front of the file ID you want to download.
- You can select multiple files to download by repeating the stepl.
- Go at the bottom of the page to select "Download/View Selected Documents".
- Click "Perform Checkbox Operation".
2. To download a single file
. Click on the File ID of the file that master admin wants to download. The hyperlink will
redirect him to a page showing all the details of the file.
. At the bottom, click the “Download this Document” button.
Steps to View the Document:
1. Click on the File ID in the File ID column. The hyperlink will redirect you to a page showing all
of the details of the file.
2. At the bottom, click the “View this Document” button.
Steps to Update the document file information:

1. Click on the File ID in the File ID column. The hyperlink will redirect you to a page showing all
of the details of the file.

2. Fill in the required information.

3. At the bottom, click the “Update File Information” button.

Steps to play an Audio File:

1. In the first column, click on the File ID. The hyperlink will redirect the MT Admin to a page
showing all of the details of the file.

2. At the bottom, click the blue button. The hyperlink will again redirect him/her to a page
showing all of the details of the corresponding audio file.

3. At the bottom, click the “Listen to This Audio File” button.

Steps to download an audio file:
First Way

1. In the first column, click the File ID. The hyperlink will redirect the MT Admin to a page
showing all of the details of the file.

2. At the bottom, click the blue button. The hyperlink will again redirect him/her to a page
showing all the details of the corresponding audio file.

3. At the bottom, click the “Download this Audio File” button.



Second Way

1. In the Audio File Column, click the file ID. The hyperlink will redirect the MT Admin to a page
showing all the details of the audio file.

2. At the bottom, click the “Download This Audio File” button.

Steps to listen to the audio file as well as view the corresponding transcribed file:

1. In the Audio File Column, click the File ID. The hyperlink will redirect the MT Admin to a page
showing all of the details of the audio file.

2. At the bottom, click the “Review Audio/Doc” button. This enables the MT Admin to correct the
transcribed file while listening to the audio file.

New for Distribution
The New for Distribution Folder stores all of the audio files for the following cases:

- The file is to be assigned to the MT and the routing type for the concerned doctor is set as
“Manual”.

- The MT or the QA1 has red flagged the file but the MT Admin has not enabled his/her
(MT/QAL) red flag settings for automatic assignment of the file to upper level (QAL1/QA2) in
the “Workpool Information”

- The QA2 has also red flagged the file so the MT Admin is left with the option of assigning it to
other QA2 or sending it back to the doctor by marking it as complete.

The count of total files for distribution is displayed at the top of the page. By default, a list of 100
files is shown per page. You can jump to another page from the Page List.
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Column Details

Each column has a blue button that will sort the entire data when clicked.

1. Audio File ID: This column shows the audio file ID, which is assigned by the system to the
file when the doctor uploads it.

2. Audio File: This column displays the name of the audio file.

3. Size: This column shows the size of the file in terms of bytes and length in terms of seconds
(in the bracket).

4. Routing: This column shows the routing (workflow) of the file. It depends on the workflow
settings made by the MT Admin in the “Workpool Settings” for each doctor. Three kinds of
workflow are available:
¥
2 -m-d: when workflow is MT->Client
2 -m-1-d: when workflow is MT->QA1-> Client
2 -m-2-d: when workflow is MT->QA1->QA2-> Client

5. Routing Type: Fixed, Auto or Manual. This column shows the routing (workpool) type. It
depends on the “Workpool Type” settings made by the MT Admin for the doctor in the
“Workpool Settings”.

6. Status: This column shows the status of the file through a color schema.



© Red: This column displays a red button when the audio file is to be assigned to the MT
for transcription.
v Yellow 1: This column shows a yellow button (“1” image on it), when the audio file is red
flagged by the MT and is required to be assigned to higher level, i.e. a QAL.
2 Yellow 2: This column shows a yellow button (“2” image on it) in two cases:
- The file is red flagged by the QA1 and is required to be assigned to higher level, i.e.
QA2.
- The file is red flagged by the QA2 and is required to be assigned to another QA2.

7. Upload Date/Time: This column shows the date and time when the file was last uploaded.

8. Stat: This column shows a red tick mark if the doctor marks the audio file as stat (urgent) at
the time of upload.

9. Red Flag: This column shows a red flag if the file has been red flagged by the MT/QA1/QA2
10. Doc ID: This column displays the doctor (dictator) ID who owns the audio file.

11. MT ID: This column displays:
- “To be Assigned” in red font when the audio file is to be assigned by the MT Admin to
an MT for transcription.
- MT ID who transcribed the file.

12. MT File: This column shows the MT File ID and the blue button. Click the file ID or the blue
button to open the MT file. If the file is still to be assigned by the MT Admin to an MT,
nothing is displayed.

13. QAL ID: This column shows:
- “To be Assigned” in red font when the file is red flagged by the MT.
- QA1 ID who edited the file.

14. QAL File: This column displays the QAL file ID and the blue button. Click the file ID or the
blue button to open the file. If the file is still to be assigned by the MT Admin to the QAL,
nothing is displayed.

15. QA2 ID: This column shows:
- “To be Assigned” in red font when file is red flagged by the QA1.
- “To be Assigned” in red font when file is red flagged by another QA2.
- QA2 ID who edited the file.

16. QA2 File: This column displays the QA2 file ID and the blue button. Click the file ID or the
blue button to open the file.

Checkbox functions:

+ - Transfer selected files to the MT account. This drop down list displays the list of available
MTs who can transcribe the stat (urgent) files.

« - Transfer selected files to the QAL account. This drop down list displays the list of available
QAls who can edit stat (urgent) files.

« - Transfer selected files to the QA2 account. This drop down list displays the list of available



QA2s who can edit stat (urgent) files.
« - Mark selected files as complete. When the QA2 has also red flagged the file, it goes to the
MT Admin. In this case, he/she has two options:
- Either to assign the similar file to another QA2 for further editing
- Or to assign them to the dictator by selecting them and enabling the “Mark Selected
Files as Complete” radio button.
The MT Admin can mark the file as complete at any stage.

Steps for file routing:

Click on the check box in front of the file ID you want to route.

Go to the bottom of the page and select the appropriate checkbox function.

Select the appropriate transcriptionist/editor from the list

Click the "Route selected files" button.

The file will be routed to the required person and there will be an email notification of the
same.

arwnNPE

Steps to mark the files as complete:

1. Click on the check box in front of the file ID you want to route.

2. Go to the bottom of the page and select the “Mark Selected Files as complete” radio
button.

3. Click the "Route Selected Files" button.



Files Under MT/Edit

The Files Under MT/Edit folder stores the audio files that are under the transcription or editing
process. When the QA2 uploads the edited file, the count in this folder decreases accordingly.

The total length in minutes and the total size in KB (kilobytes) of the files being
transcribed/edited are displayed at the top of the page. By default, a list of 100 files is shown per
page. You can jump to another page from the Page List.
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Column Details

Each column has a blue button H that will sort all of the data when clicked.

1. File ID — This column displays the unique file ID assigned automatically by the system to
every audio file when the doctor uploads it.

2. Dictator — This column shows the user name of the doctor (dictator) who owns the audio file.
The font color of the dictator signifies the priority set for him/her by the MT Admin. Red is for
high priority, yellow is for medium priority, and green is for low priority. Black is for normal
(no priority). A mouse-over image also details this priority level.



10.

11.

12.

13.

. Audio File Name — This column shows the name of audio file.

. Size - This column displays the audio file length in seconds and the size in Kbytes. It shows 0

sec/K if no information is available in the file header information.

. Dictation Date/Time — This column displays the date and time of upload of the audio file by

the doctor as per EST.

. Stat — If the audio file is marked “Urgent” by the doctor, a red tick is shown which signifies

that this audio file is to be transcribed/edited on a priority basis.

. Red Flag — This column shows a red flag if the file is red flagged. It also displays the ID of the

MT or QA who red flagged it.

. Status — This column shows the file status.

Yellow - In Process: When the file is downloaded and being worked by the MT, it shows
a simple yellow button with an "In Process" mouse-over image.

v Yellow 1 — Under QALl: When the QAL is editing the file it shows a yellow button (“1”
image on it) with an “Under QA1” mouse-over image.

2 Yellow 2 — Under QA2: When the file is with the QA2 for further editing, it shows a
yellow button (“1” image on it) with an “Under QA1” mouse-over image.

. MT File — This column shows the MT ID who was assigned the file for transcription. If the MT

has already uploaded the document file, it also shows the transcribed file ID with a blue

button ** with a “View MT File” mouse-over image. Click the button to download, update or
review the file.

QA1 File — This column displays the QA1 ID who was assigned the file for editing. If the

QAL has already uploaded the edited document file, it also shows a blue button = with a
“View QAL File” mouse-over image. Click it to download, update or review the file.

QA2 File — This column shows the QA2 ID who was assigned the file for further editing.
When the QA2 uploads the file, the system stops displaying this audio file in this folder.

Compared Document MT — The MT’s document file is compared with the final file that has
been uploaded for the doctor. This serves as direct feedback for the MT based so that
he/she can improve his/her accuracy. This column shows “NA” when the file is not
compared because the account is not set for file comparison. It shows “Waiting” when the
file is in the process of comparison and it shows “Same” when there were no changes made

to this document file. A dark blue button *=* in this column signifies the compared document
file. Click it to view the file.

Compared Document QA1 — The QA1's edited file is compared with the final file that has
been uploaded for the doctor. This serves as direct feedback for the QA1 so that he/she can
improve his/her accuracy. This column shows “NA” when the file is hot compared because
the account is not set for file comparison. It shows “Waiting” when the file is in the process of
comparison and “Same” when there were no changes made to this document file and a dark
blue button to view the compared document of the QAL.



14. Compared Document QA2 — If the doctor is not satisfied with the final file, he/she makes
the required changes in it and uploads the corrected document. The system automatically
generates the compared document for the QA2. This serves as direct feedback for the QA2
so that he/she can improve his/her accuracy. This column shows “NA” when the file is not

compared because the account is not set for file comparison. It shows “Waiting” when the file
is in the process of comparison, and “Same” when there were no changes made to this
document.

15. Template — If the doctor has uploaded a template along with a file, this column shows the
link for the template, otherwise it shows “NA”.

16. Attachment — The doctor can upload any attachment along with his/her audio file. This
74
column displays a paper clip image ”ff’ to signify a file attachment with the audio file. Click
this image to download the attachment.

17. Remarks — The last column depicts the dictator's (doctor’s) remarks for the transcriptionist.

Checkbox functions

1. Download Selected Audio Files
2. Split Selected Audio Files
3. Download All Levels of Documents

Steps to download Selected Audio Files:

1. Click on the check box in front of the file ID you want to download.

2. You can select multiple files to download.

3. Go to the bottom of the page and select the "Download Selected Audio files" radio
button.

4. Click the "Perform Checkbox Operation" button.

Steps to split Selected Audio Files:

Click on the check box in front of the file ID you want to split.

You can select multiple files to split.

Go to the bottom of the page and select the "Split Audio files" radio button.

Click the "Perform Checkbox Operation" button.

The system will redirect you to another page. Select the number into which the file will
be split from the split option column.

Click the “Split Files” button.

arwdPE
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Steps to download all levels (MT/QA1/QA2) of document files:

1. Click on the check box in front of the file ID you want to download.
2. You can select multiple files to download.
3. Go to the bottom of the page and select the "Download all level (MT/QA1/QA2) of



document files” (if audio file is also to be downloaded, then select the check box
also) radio button.
4. Click the "Perform Checkbox Operation™" button.

Download compared document(s):

1. Click on the check box in front of the file ID whose compared document you want to
download.

2. You can select multiple files.

3. Go to the bottom of the page and select the "Download compared document(s)” radio
button. If the audio file is to be downloaded also, then select the check box".

4. Select the MT from the combo box. 5. Click the "Perform Checkbox Operation" button.

File Routing

The Manual File Routing feature helps the MT Admin to assign, transfer, or route the files to the
available transcriptionists and editors (QA1s/QA2s) when the Workpool type for the doctor is set
as manual. A report can also be generated by dictator, MT/QA, or file status criteria and its
details can be viewed through the report summary in the middle of the screen. With the help of
this feature, the MT Admin can make an informed and prompt decision. Particulars of this page
are as follows:
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Report Criteria

Report Criteria is one of the most striking features. It makes the routing work easier for the MT
Admin. On the basis of dictator (doctor), MT and file status, a report of files for a particular
period can be generated.

Steps to generate areport:

1. Select the basis criteria, either Dictator, MT, or Status.

« - Dictator basis: Select the doctor from the drop down list for whom you want to view the
list. By default the “All” dictators list appear. Select any HMO (clinic/hospital) account list
and all of the files for the affiliated doctors will appear.

% - MT/QA basis: Select from the drop down list the MT or QA who has the audio files to
be viewed. By default the “All” MTs/QAs list appears.

«» - Status basis: If Status is chosen, select one of the following:

0 -Files to be assigned

o - New for download

o -Under MT

o0 -Under QA1

0 -Under QA2

0 -Red Flagged

o - Stat Files
2. Select the period for which the files must be viewed.
3. Click on the “Generate Report” button.



Report Summary

The Report Summary gives a snap-shot view of the report generated by the system for the
period selected based on certain criteria under the Report Criteria. The details provided are:

» Total files — The total count of the audio files listed in the report includes both new for
distribution and under transcription/edit.

* New for Distribution — Displays the count of the files in the report which are new for
distribution.
- Under Transcription/Edit — Displays the count of files in the report which are under the
transcription or editing process.

» Total minutes — In the report, the total length of the audio files are displayed in minutes and
include files that are new for distribution and those under transcription/edit.
- New for Distribution (files) Minutes — In the report, the total length of audio files which are
new for distribution is displayed in minutes.
- Under Transcription/Edit (files) Minutes - In the report, the total length of audio files under
the transcription or the editing process is displayed in minutes.

» Total Size - In the report, the total size of the audio files including those new for distribution
and those under transcription/edit is displayed in KB (Kilobytes).
- New for Distribution (files) Size - In the report, the total length of audio files that are new for
distribution is displayed in KB (Kilobytes).
- Under Transcription/Edit (files) Size - In the report, the total length of audio files under the
transcription or editing process is displayed in KB (Kilobytes).

Column Details

Each column has a blue button H that will sort all of the data when clicked.
o
1. Audio File ID — This column displays the file ID assigned by the system to the audio file
when the doctor uploads it.

2. Audio File — This column shows the audio file name.

3. Size — This column shows the file size in kilobytes (KB) and the file length in time
(seconds).

4. Routing — This column displays the file assignment route (workflow) fixed for the doctor
who owns the audio file. There are three options available:

< - m-d: Workflow for the doctor is MT->Client — The audio file will first go to the MT and
the document file will be transferred to the doctor.

« -m-1-d: Workflow for the doctor is MT-> QA1-> Client — The audio file will first go to the
MT, then to the QA1, and then the document file will be delivered to the doctor.

< - m-2-d: Workflow for the doctor is MT->QA1->QA2->Client — The audio file will first go



to the MT, then to the QA1, next it will go to the QA2. The document file will go to the
doctor.

5. Routing Type — This column displays the routing type set for the doctor to whom the
audio file belongs. There are three options available:

<+ Auto — The system will route the files according to the set algorithm in
“Settings for Automatic Workpooling” in the “Workpool Settings” option and
the MT/QA/doctor account settings.

%+ Manual — The MT Admin is required to manually route the audio files of the
doctor.

<+ Fixed — Files will be routed automatically by the system to the MT/QA as
chosen for the doctor in “Workpool Settings.”

6. Status — This column shows the status of the file with the help of a color schema. It
helps the MT Admin to track the file online.

© Red - File in Transit: When the file is to be downloaded by the transcriptionist, it shows a

red button with a "File in Transit" mouse-over image.

2 Yellow - In Process: When the file is downloaded and being worked by the MT, it shows
a simple yellow button with an "In Process" mouse-over image.

v Yellow 1 — Under QALl: When the file is with the QA1 for editing, it shows a yellow
button (“1” image on it) with an “Under QA1” mouse-over image.

2 Yellow 2 — Under QA2: When the file is with the QA2 for further editing, it shows a

yellow button (“2” image on it) with an “Under QA1” mouse-over image

7. Upload date/time — It displays the upload date and time of the audio file by the doctor.

8. Stat — If the doctor marks the audio file as stat (urgent), a red color tick will be shown next to

that audio file.

9. Red flag - The system provides the MT/QA1/QA2 with the option to red flag a file at the time

10.

11.

12.

13.

of upload. This option is used if they had a problem with the file and want to refer it to the
senior editor or the MT Admin. This column shows a Red Flag image if the file was red
flagged along with the account ID of the person who red flagged it.

Doc ID — This column shows the doctor (dictator) ID to whom the audio file belongs. The
font color of the dictator ID signifies the priority set for him/her by the MT Admin. Red is for
high priority, yellow is for medium priority, and green is for low priority. Black is for normal
(no priority). A mouse-over image also details this priority level.

MT ID — This column shows the ID of the transcriptionist. If the routing type is manual, it
shows “To be Assigned” in red.

MT file — This column displays the document file ID transcribed by the MT and a blue button
4 If the MT Admin wants to view the MT file, he/she can click on this button. The yellow

button is shown if the file is still being transcribed and a red button when file is still to be
downloaded by the MT.

QAL ID — This column displays the ID of the first level editor who edited the file. If the
routing type is manual, it shows “To be Assigned” in red. It displays “NA” if workflow for the
concerned doctor is set as MT->Client.



14. QAL file — This column shows the ID of the edited file uploaded by the QA1 and a blue
button. If the MT Admin wants to view the QA1 file, he/she can click on the blue button. A
yellow button is shown if the file is still being edited and a red button when file is still must
downloaded by the QA1 for editing.

15. QA2 ID — This column displays the second level editor (QA2) ID who edited the file. If the
routing type is manual it shows “To be Assigned” in red.

16. QA2 file — This column displays the ID of the edited file uploaded by the QA2 and a blue
button. If the MT Admin wants to view the QA2 file, he/she can click on the blue button. The
yellow button is shown if the file is still being edited and a red button when file is still must
downloaded by the QA2 for editing.

Checkbox functions:

- Transfer selected files to the MT account — This drop down box displays the list of MTs
available to transcribe the stat (urgent) files.
- Transfer selected files to the QA1 account — This drop down box displays the list of QAls
available to edit stat (urgent) files.
- Transfer selected files to the QA2 account - This drop down box displays the list of QA2s
available to edit stat (urgent) files.
- Mark selected files as complete — When the QA2 has red flagged the file it goes to the MT
Admin. In this case, the MT Admin has two options:
« Assign the similar file to another QA2 for further editing.
- Return the files to the dictator by selecting them and enabling the radio button “Mark
Selected Files as Complete.”

Steps for manual file routing:

1. Click on the box in front of the file ID to be routed.
2. Go to the bottom of the page and select the appropriate radio button.

3. Click the appropriate transcriptionist/editor from the list.
4. Click the "Route selected files" button.

5. The file will be routed to the required person and send an email notification.

Steps to mark the files as complete:

1. Select the files to be marked as complete by enabling the check box in front of the file ID.
2. Select the “Mark Selected Files as Complete” radio button.
3. Click the “Route Selected Files” button.



Single File Allocation

The Single File Allocation feature helps the MT Admin manually assign the audio files of the
doctor whose workpool type is set as manual. This feature helps in assignment of files to the
MTs only and not to the QAs. The system keeps updating the transcriptionists' availability after
the assignment of every audio file. Multiple file assignment can be done from the "Manual File
Routing" screen.
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The details of the Audio File to be distributed:

1. File ID: This column shows the file ID assigned automatically by the system to the audio file
when the doctor uploads it.

2. File name: This column shows the Audio File name.
3. Length: This column displays the length of the audio file in terms of time (seconds).

4. Stat: If the doctor marks the audio file as stat (urgent) at the time of uploading, a red tick is
displayed in this column.



5.
6.

7.

8.

Dic ID: This column shows the doctor (dictator) ID to whom the audio file belongs.
Report type: This column shows the type of report. For example: Orthopedics, Cardiology,
etc.

Upload date/time: This column displays the date and time of upload of the audio file by the
doctor.

TAT: This column shows the Turn Around Time set for the doctor to whom the audio file
belongs.

Available MT distribution along with decision criteria's:

1.

2.

MT ID: This column displays the available MT IDs.

MT Name: This column displays the user name of the transcriptionist (MT).

. Ranking: A++ to C (A++ being the best): The ranking is given to the MTs according to their

efficiency, accuracy, punctuality, or overall performance. If an audio file has high priority
then it will be transferred to the available MT with the highest rank.

. Cost per line: This column shows the cost/line charged by the MT.

. Max Mins/day: This column displays the maximum time that the MT will work per day in

terms of minutes.

. Assigned (minutes for the day): This column shows the amount of work already assigned

to the MT in terms of time for a day. The system updates this column upon refreshing this
page, after assignment of a file to an MT. The remaining minutes for which files can be
assigned to the MT can be calculated by deducting the value in this column from the value
in the fifth column.

. Max minutes per week: This column displays the time that the MT will work per week in

terms of minutes.

. Assigned (minutes for the week): This column shows how much work has already been

assigned to the MT in terms of time (minutes) for a week. The system updates this column
upon refreshing this page after assignment of a file to an MT. The remaining time for which
files can be assigned to the MT can be calculated by deducting the value in this column from
the value in the seventh column.

. Workdays — This column displays the days that the MT will work. Three options can be

displayed according to the settings of the MT account:
- Everyday — When the MT will work everyday.
- Weekdays only — When the MT will work only weekdays.
- Weekends only — When the MT will work only weekends.

10. Dictator preferences- Some MTs prefer to transcribe the files of a particular doctor. This

column shows those preferences at first, second, third and fourth level. By default it shows
“All"” if no settings are made for doctor preferences in the MT Account settings (Workpool
Information in “Account List” option).



11. Report preferences: Some MTs specialize in transcribing specific types of reports. This
column shows those preferences at first, second, third and fourth level. By default it shows
“All" if no settings are made for report type preferences in the MT Account settings
(Workpool Information in “Account List” option).

Steps for manual file distribution:

1. See the audio file and its details such as the TAT, urgency, report type, and dictator ID.
2. Click the appropriate transcriptionists from the list based on their Workpool parameters.
3. Click the "Assign and proceed to next file" button.

4. This will assign the file to the required person and send an email notification.

After the assignment of an audio file, another audio file left for assignment will appear. The
same steps are to be followed for the assignment of this audio file to an available MT.

A count of total files remaining to be distributed is displayed at the bottom of the page. The
system updates this count every time you assign a file to the MT.

Current TAT Status

The Current TAT Status feature provides the MT Admin with details of TAT for the files still
being transcribed or edited. TAT actually refers to Turn Around Time, i.e. the time taken by the
transcription company to transcribe the audio file and upload the document file. This feature
helps the MT Admin to track the efficiency of various MTs.
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Column Details:

Each column has a blue button H that will sort all of the data when clicked.

1. Audio File ID: This column shows the file ID that is assigned to the file when the doctor
uploads it

2. Dictator: This column displays the name of the dictator (doctor) who is the owner of the
audio file.

3. Audio Filename: This column displays the name of the audio file.

4. Size: In this column, detail of the audio files’ size in terms of bytes and time (seconds) is
shown.

5. Dictation Timestamp: This column gives the details about the time and date of upload of
audio file by the doctor.

6. Stat: This column shows a red tick mark if the doctor marks the audio file as stat (urgent).

7. Status: This column shows the file status through a color schema. Different colors are
assigned to depict the different status.

Simple Yellow — In Process: When the file is under transcription, i.e. with the MT, a
simple yellow button with an “In Process” mouse-over image is displayed.

v Yellowl — Under QAl: When the file is with the QA1 for editing, a yellow button (“1”
image on it) with an “Under QA1” mouse-over image is displayed.

2 Yellow2 — Under QA2: When file is with the QA2 for further editing, a yellow button (“2”
image on it) with an “Under QA2” mouse-over image is displayed.

© Red - In Transit: When the MT has yet to download the audio file, a red button with an
“In Transit” mouse-over image is displayed.

8. Report Type: This column displays the type of report as marked by the doctor. If the doctor
does not select report type at the time of upload, “None” is displayed.

9. TAT target: This column shows the actual TAT target within which the file has to be
transcribed.

10. TAT Remaining: This column shows time remaining for the completion of the
transcription/editing process for the file. Each time the page is refreshed, the remaining time
is updated by the system. If the file is not transcribed within the TAT target, it displays the
overdue time in red font.

11. MT ID: This column displays the MT ID who transcribed the file.



12. QAL ID: This column shows the QA1 ID who has edited the file. It will show nothing if the
workflow is set as MT Client.

13. QA2 ID: This column shows the ID of the QA2 who further edited the file. It will show
nothing if the workflow is MT->QA1->Client.

Search Records

Search Records is one of the most attractive features of Medikin Online. It helps the MT Admin
to retrieve the medical (patient) records according to the search criteria selected. He/she can
search the files, both audio and transcribed, on the basis of various criteria such as file fields,
file ownership, patient details, report type and doctor details for a particular duration.
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Search Criteria are based on the following:
1. File Type - This gives the option to search an audio file or a document file.

2. Upload Date From — To: Select the period during which you think the file/files was/were
uploaded.

3. Search on File Fields - Search files on the basis of their fields as mentioned below:

- File ID - Search files on the basis of the File ID assigned to it by the system when it
was uploaded. Select “File ID” from the drop down list and enter the required file ID
in the text box next to “matching”.

- File Name — Files can also be searched by their names. Select “File Name” from the
drop down list and enter the required file name in the text box next to “matching.”

- File Extension — Files can also be searched by their extension. Select “File Extension
from the drop down list and enter the required file extension. For instance: .wav,
.dss for audio files or .doc, .txt for document files.

4. Search on file Ownership - Search the file on the following ownership basis:
- Audio File - Dictator ID — Search the file by the Dictator ID of whom the file belongs.
Select the particular dictator from the drop down list.
- Document File - Transcriptionists ID (MT/QA1/QA2): Search the file by the
transcriptionist/editor ID who transcribed/edited the file.

5. Search for Patient Details - Search the file by entering the patient details as mentioned
below:
+ - Name — Enter the patient’s name
+ - SSN — Social Security Number
+ - MRN — Medical Record Number
» - Date of Birth — Patient’s date of birth
- Sex — Patient’s gender
- Dates — Files can be searched by important dates as mentioned below:

*,

DS

X3

8

X3

8

Date of Consultation — When patient only consults the doctor.
Date of Admission — When the patient is admitted to the hospital or clinic.
Date of Operation — When the patient is operated upon.

6. Search on Report - Search the file by the following criteria:

+ - Report type — There can be different types of reports depending upon the
specialization areas in the medical field such as ophthalmology, orthopedics,
operative, etc. Search the file by the type of specialization.

+ - Location — The system allows the doctor to dictate audio files from locations such
as home, a hospital, a clinic, or any department within the hospital. Files can also be
searched by the locations where it was dictated.

« - Stat (urgent) - Search the file if it was marked stat (urgent) or normal.

+ - Note- Files can also be searched by any note attached to the file while it was
uploaded.

7. Search on Doctors - Search the file by the following criteria:
- Providers Name — Name of the doctor (dictator) who dictated the audio file.
- Referring Physician — Name of the physician who has been referred to the patient by



the doctor (dictator).

Steps to search files:

1

2.

. Select the Audio or the Document radio button as required.
Select the approximate date duration, i.e. the time period when the file was uploaded.

. To search for the files by any file field, select the appropriate field from the drop down list and
enter the required value in the text box.

. To search for the files by file ownership, select the dictator ID for the audio file and the
transcriptionist ID for the document file from the respective drop down lists.

. To search for the files by patient details, enter the patient information such as the patient
name, SSN, MRN, date of birth, sex, admit date, consultation date, or operation date. It is
not necessary to enter all of the patient details to search for the file.

. To search for the files by report details, enter the required information in the fields such as

report type, location, stat (urgent), and note.

. To search for the files by doctor details, enter the available information such as the doctor

(provider) name and the referring physician.

. Click on the “Search EPR” Button.

Steps to search for the file on file field basis:

*

% - Select the file type, either audio or document.

% - Select the duration.

% - Select the search field: File ID, File Name, or File Extension and then enter the
required matching value for the field selected.

«+» -Click the “Search EPR” button.

7
*

*

Steps to search for the file on file ownership basis:

+» - Select the dictator ID from the combo box if you are searching for the audio file.
« - Select the transcriptionist ID from the combo box if you are searching for the
document file.

% - Click the “Search EPR” button.

Steps to search for the file by patient details:

@

« - Enter the name, SSN, MRN, date of birth or any known information. Select the
gender, if known. The consultation date, admit date, or operation date can also be
selected from the combo box below the option of “Sex”.

% -Click “Search EPR” button.



Steps to search for the file by report details:

% - Select the report type, location from the combo boxes according to the information
known. Search files by emergency status of the files (hormal or stat) by selecting the
required radio button. If there was a note attached to it, enter the note information in
the text box next to “Note.”

+ - Click the “Search EPR” button.

Steps to search for the file by doctor details:

« - Select the name of the provider or the referring physician from the combo box.
+ - Click the “Search EPR” button.

The system allows you to search for the files not only on one-search criteria but also on the
combination of various search criteria. For instance, if you want to find an audio file but only
remember the file ID and the provider name, then select the “Audio” radio button in the “File
Type” search criteria, the file ID from the combo box in “Search on File Fields,” and enter the

required ID in the text box. Select the provider name from the combo box in “Search on Doctor”
criteria and then click the “Search EPR” button.

When Audio Files are retrieved



[ 7o e ______________________________________________________________________— |

* © £ rore ) dpha detabonsenaces. com r A

=
cda AR AF|

o AU ARCHIYE

3 ooc sscrav

o WEW FOR ESTRIBUTION

£ FTUES UMD MR

Audio Files Found 2537
ek oL 310 dewtnbade, vieow el ool

D Joan kine. lina_Jobe OO THI6-DELN. T2 TB 201 21 33843 wav §463  JO12.0038 133900 EST

ey 7 19008 WET

€c0000000

& Lo Loge Lo Lo Lo Lop Lo Loy L

ot B DeiMorte, DFY
Jubni B Dellanis, DPM Hs  MAOIEENZ0EDS EET

ANTy J0120330130303 OST

o Darbsum D

L sty oty @ Datarte, DPM

20t B DalMorts, DPM

2081 ALeaTE—E, ND

0CLeC00C0DCCDE

. MO

MIE TR0 NST

10228113609 EST

| Darbsure, U D

Column Details o
Each column has a blue button % that will sort all of the data when clicked.

1. File ID — This column displays the unique file ID assigned automatically by the system to
every audio file when the doctor uploads it. Perform the following functions by clicking the
hyperlink to File ID:

+ - Download this Audio File

% - Listen to this Audio File

« - Update the File (QA2) Information

«» - Download the MT/QA1/QA2 Document
% -View the MT/QA1/QA2 Document

2. Doc ID - This column shows the user ID of the doctor (dictator).
3. Audio Filename - This column shows the name of audio file.
4. Length - Length of the file in seconds is displayed in this column.

5. Transcription Date/Time — This column displays the Date and Time of upload of the file as
per EST.

6. Stat — A red tick is displayed in this column if the audio file is marked “Urgent” by the doctor.

7. Status — This column shows the file status with the help of a color schema. Different colors
are assigned to each file status. If the audio file is being processed, its status can be tracked
this way:
© Red - File in Transit: When the transcription company is required to download the audio

file, this column shows a red button with a "File in Transit" mouse-over image.
& Yellow - In Process: When the file is downloaded and being worked by the MT, it shows



a simple yellow button with an "In Process" mouse-over image.

v Yellow 1 — Under QAL: When the file is assigned to the QAL for editing, this column
shows a yellow button (“1” image on it) with an “Under QA1” mouse-over image.

2 Yellow 2 - Under QA1l: When the file is assigned to the QA2 for further editing, this
column shows a yellow button (“2” image on it) with an “Under QA1” mouse-over image.

& Green — Completed: When the MT/QA uploads the document file, this column displays a
green button (with tick mark on it) with a "Completed" mouse-over image.
Green — e Signed: When the doctor e signs the file, this column shows a green button
(“e” image on it) with an “e Signed” mouse-over image.

8. MT ID — This column displays the MT/QA ID who last uploaded the file.

9. Document File — This column displays:

- The orange % button with an “Upload Document File” mouse-over image if the file is

being transcribed or edited. Click this button and a new screen appears which helps you
to upload the document file.

_ The blue buttons & with “View Document File” mouse-over images are for the complete
MT/QA1/QA2 files depending upon the workflow set for the doctor. For instance, if
workflow for the doctor is set as MT->QA1-> Client and the final file is uploaded by the
QAL, this column displays two blue buttons for the MT and the QAL files respectively.
Download, view, and update the attributes of these document files by clicking these blue
buttons.

10. Remarks — This column depicts the dictator's (doctor’s) remarks for the transcriptionist.

When Document Files are retrieved
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Column Details

Each column has a blue button H that will sort all of the data when clicked.

1. File ID — This column displays the unique file ID assigned automatically by the system to
every document file when the MT/QAL1/QA2 doctor uploads it. Perform the following
functions by clicking the hyperlink to the File ID:

+» - Download the MT/QA1/QA2 Document
< -View the MT/QA1/QA2 Document
% - Update the File Information
« - Download the corresponding Audio File
«» - Listen to the corresponding Audio File
2. MT ID - This column shows the MT/QAL1/QAZ2 ID who last uploaded the file.
3. Patient Name — This column displays the name of the patient.

4. Document File — Name of the document file is displayed in this column.

5. Transcription Date/Time — This column displays the date and time of upload of the
transcribed file.

6. Status — This column shows the file status through a color schema. It helps track the



document file status online. Different colors are assigned to each file status.

© Red - File is completed and is ready for approval by the doctor. It displays a “For
Approval” mouse-over image.

& Green (¥Y) — Approved: When the doctor downloads the file, this column displays a
green button with an “Approved” mouse-over image.
Green (e) — e Signed: When the doctor e signs a file, this column displays a green
button (“e” image on it) with an “e Signed” mouse-over image.

7. Doc ID — This column displays the doctor ID to whom the corresponding audio file belongs.

8. Audio File — This column displays:

- The green color button © with a “Listen to Audio File” mouse-over image if the audio file is
online. Click it to play the audio file.

_The red button & with a “File Offline (Click to Send Message)” mouse-over image if the
audio file is offline. Send a message asking the administrator to make the file online by
clicking on the red button.

9. Remarks — This column displays the comment made by the transcriptionist while uploading
the file.

Note: More information will lead to a more time efficient and effective search.

Work pool Settings

Workpool Settings is one of the most important features as it helps the MT Admin control the
overall work pool for the doctors. According to these settings for doctors’ account, the system
routes their audio files. Every criterion is very crucial and has an impact over the complete
module. Work pool settings can be done individually for all of the doctors whose accounts are
handled by the MT Admin.
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Selection Criteria

The MT Admin can generate the list of doctors under “Workpool Setting” on the following
criteria:

HMO Basis — This drop down list displays all of the HMOs whose accounts are handled by the
MT Admin. He/she can select any one of them, click the “Submit” button, and the system will
display the list of all the doctors affiliated with the selected HMO.

MT/QA Basis — This drop down list displays all the MT/QAs working under the MT Admin.
He/she can select any one of them, click the “Submit” button, and the system will display the list
of all the doctors whose files are assigned to the selected MT/QAL1/QAZ2.

Workpool Type Basis - This drop down list displays all of the workpool types — Fixed, Auto,
and Manual. The MT Admin can select any one of them, click the “Submit” button, and the
system will display the list of all the doctors for whom the selected workpool type is set. For
instance, if workpool type for Doc 1 is set as auto and the MT Admin wants the list of all the
doctors whose workpool type is “Auto”, then he/she selects the “Workpool Type” button and
“Auto Routing” from the drop down list. The system will display the details of Doc 1 by clicking
the “Submit” button.

Priority

Assignment of audio files to the MT/QA can be prioritized with the help of the functionality of
“Priority Settings” for each doctor through a color schema. The font color of the user name of
the doctor (dictator) appears in respective colors. There are three priority settings:



- Red for high priority — The font color of the user name appears in red.

- Yellow for medium priority — The font color of the user name appears in yellow.
- Green for low priority — The font color of the user name appears in green.

- Normal (black) for no priority — The font color of the user name appears in black.

The system assigns the audio files according to these settings when the workpool type for the
doctor is fixed or auto. The MT Admin will know which doctor’s files must be given priority. While
assignment of files in case the doctor’s workpool type is set as manual.

Workflow - This setting decides the path that will be adopted by the system for the flow
(movement) of the file in the system. For every doctor account, there are three options of file
movement:

1. MT->Client — The audio file will be transferred w hen doctor uploads it and the document file
will be transferred to the doctor (client) when the MT uploads it

2. MT->QA1->Client — The audio file will be transferred to the MT when the doctor uploads it
and the document file will be transferred to the QA1 for editing when the MT uploads it.
When the QA1 uploads the edited documents file, it will be delivered to the doctor (client).

3. MT->QA1-> QA2->Client — The audio file will be transferred to the MT when the doctor
uploads it and the document file will be transferred to the QAL for editing when the MT
uploads it. When the QAL uploads the edited document file, it will be assigned to the QA2
for further editing. Finally, when the QA2 uploads the edited file, it is delivered to the doctor.

The MT Admin can set these workflow parameters as per the accuracy requirements of the
doctors. The transcribed files will move accordingly and will not be available to the dictator
unless complete.

Workpool Type

Workpool type settings affect the flow of files. There are three main workpool types: Automatic,
Manual and Fixed.

Automatic Work pool - In automatic file allocation, audio files are assigned automatically to the
best available transcriptionists/editors based on their workpool parameter setting. Only the files
that are not assigned due to non-availability of transcriptionists are available for manual file
distribution.

Manual Work pool — The MT Admin can set the workpool type as manual. In manual file
allocation, when the doctor uploads the audio file, it becomes available to the MT Admin for
distribution. The MT Admin manually assigns the audio files to the transcriptionists and the
editors through the "Manual File Routing" option.

Fixed Work pool (overrides algorithm assignment if automatic) - This option is helpful in
assigning files for editing when transcriptionists and editors are working in teams. Typically a
guality team consists of five MTs and one editor. The MT Admin can set all of the files
transcribed by certain MTs to always be delivered to a particular editor. He/she can also set the
fixed file allocation according to the choice of doctors.



Upper Level Assignment

This feature was introduced to track the performance or accuracy of the transcriptionists (MTs).
If the workpool type is set as automatic or fixed, then workflow is set as MT Doc and upper level

h
assignment is 10%. Every 10t file out of 100 files uploaded by a doctor in a batch will
automatically go to the QAL. This enables the MT Admin to monitor the performance of the MT.
This keeps the cost low for the doctor also.

MT/QAL/QA2 List

t d
These combo boxes give the list of all the available transcriptionists, 1° level editors and 2"
level editors. When the workpool type is fixed, the MT admin can choose the particular MT, QAL
and QA2 from these lists.

MT Assignment Date / Last Modified

This column displays the last modification date of the workpool settings for the respective
doctors.

Settings for Automatic Work pooling

These settings are applicable only for the automatic workpool type. The MT Admin can assign
points to various file allocation criteria on the scale of 0-10 points. The automatic file assignment
algorithm first checks the availability of the transcriptionists or editor and then, based on these
criteria, allots the file to the best available person.

1. Cost — This refers to the cost per line charged by the MT. If the MT Admin is very cost
conscious and makes all of the decisions based on cost only, then he/she should assign
higher points for this criteria.

2. Report type matching - If the MT Admin wants to assign files to the MTs according to their
specialization, then he/she should assign higher points to this criteria.

3. Dictator type matching - If the MT Admin wants to assign files to the MTs according to their
preference for the dictators, then he/she should assign higher points to this criteria.
Click the "Submit Workpool Changes" button to modify and save changes in the workpool

settings. A new screen will appear showing the following message:

“Workpool Settings updated for MTAdmin (and all slave accounts).”



MT/QA Account List

The MT/QA Account List for the MT Admin shows all of the MT/QA accounts under him. From
here you can see account details and make changes to the accounts.
The “Total Registered Users” are the number of users — MTs and QAs, under this login.
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Account list column details are shown below:

Each column has a blue button H that will sort all of the data when clicked.

1. ID — This column shows the account ID assigned automatically by the system to the account
user at the time the account is created.

2. User’s Name — This column displays the user name on this account.
3. Availability — This column shows “Available” to signify that the MT/QA is present and shows
“Unavailable” to signify his/her absence. The system gives the option of marking an MT/QA

unavailable if he/she is on leave by making changes in his/her account settings.

4. Login ID — This column shows the user ID through which the user logs into the system. The
Login ID is case sensitive and cannot be changed once it is assigned.



5. Password — This column displays the user password to log into the system. The MT Admin
can change this anytime thereby temporarily stopping the MT/QA from using the system.

6. Created — This column displays the account creation date.
7. Modified — This column shows the account’s last modification date.

8. Account Type — This column shows the account type: MT, QA1, or QA2.

These are following types of accounts handled by the MT Admin.

% - MT Account — This account is listed under the MT Admin account.

« - QAL Account — This is QAL (first level editor) account listed under the MT Admin account.

s - QA2 Account — This is QA2 (second level editor) account listed under the MT Admin
account.

When you click the hyperlink on any user name in “User's Name column, another screen
appears from where you can modify the specific account settings. Following settings can be
made for the accounts. These setting options are given according to the scope of the particular
account. For eq, if you click the MT account hyperlink, following screen appears
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Account details - Account ID, Login ID and password, account creator, account creation date
and MTSO company logo are displayed at the top of the page. On the top right corner, there is
an option for the MT Admin to change the account password.

Please note: Click the “Modify Account” button at the bottom of the page to save and update the
account changes.



1.0 General Account Information —

1.1 Login ID/Password: Shows the Login ID and password through which the user will access
the system.

1.2 User’'s Name: User's name will be displayed on the site.
1.3 User’s Initials: User’s Initials can be a maximum length of 5 characters.

1.5 Display format: ID/Initials/Full Names. For confidentiality reasons, the MT Admin can restrict
the account user from seeing the doctor/MT IDs, initials, or full names. Showing IDs is
confidential, as the account user will never know the actual names.

1.6 Display Style: Normal or compatibility. Certain features of Windows (like combo box, drop
down lists, etc.) do not display properly on a slow/old computer (P I/ll). The compatibility
option solves this problem.

1.8 Enable feature: Document Comparison? : This option gives the MT Admin a functionality to
set compared documents settings for the subsidiary (MT/QAL/QA2) accounts. The system is
capable of generating compared documents automatically for the MT/QA1/QA2 for the changes
made by the senior editor or the doctor (final document). This way, the user can just download
the compared document without having to manually compare his/her files with the final
document. The user gets direct feedback for his/her work. This feature can be enabled for a
retrospective date as well. The system will automatically compare all of the files from the
previous date if there are any. Please note that you can select a maximum of 2 months
retrospective date from the current date.

1.10 MT Upper Level Assignment: This feature is based on fixed and auto file routing module
and enables the MT Admin to route files from the account to higher level editor (QA1/QA2) even
if the routing is set for MT-Client or MT-QA1-Client in the workpool settings. This feature is
required in the typical scenario where a new MT has joined the team and only his/her files must
be routed to the editor. This feature can also be used for an MT whose accuracy is not
satisfactory and requires further editing.

This feature, if enabled, can route a certain percentage of files assigned to the MT for editing
(QA1) from the options below:

< «25% - 25% of files assigned to the user will be automatically routed to higher level.
« +50% - 50% of files assigned to the user will be automatically routed to higher level.
« +100% - All of the files assigned to the user will be automatically routed to higher level.

2.0 Contact Information — It is mandatory that contact information be given. Contact
Information is basically for the MT Admin’s reference. The following is a list of the information
that must be provided:

2.1 Address: Address of the user.
2.2 City, State and Zip Code.

2.3 Country.



2.4 Main Phone Number.

2.5 Alternate Phone Number.

2.6 Fax Number.

2.7 Web: Inherited from the MT Admin details.

2.8 Logout Return Site — When the user logs out, he/she will be redirected to the page entered
here.

2.9 Company Logo: MTSO logo inherited from the MT Admin details.

(2.11 — 2.12) The system sends an email notification to the MT using these email addresses
whether it is for audio file upload, file assignment, file rejection, or any other system natification.

2.11 System Email Notification #1.:
2.12 System Email Notification #2:

2.21 Inter Company Messaging: Enabling this feature helps the MT/QA1/QA2 to send message
to other MT/QAL1/QA2 regarding transcription issue and to the MT Admin concerning the
technical issue.

3.0 Billing Settings-

3.4 Enable menu button: Billing Report? : The MT can generate the billing report if this option is
enabled.

20.0 Workpool Information-

This option helps the MT Admin set the working criteria for the MT. If the file routing is set to be
fixed or auto for any doctor, audio files will be transferred to the MT accounts, according to
these settings.

20.1 Available for work? : If the MT/QA1/QA2 is on leave, then disabling this feature ensures
the system that the MT/QAL/QA2 is unavailable. Thus it will not consider him/her for file
assignment.

20.2 If unavailable, he/she will be available again from: The date from which the MT will be
available for work must be in this format: yyyy/mm/dd

20.3 Workdays: The days when the MT/QAL1/QA2 will work. There are three options: Weekends
Only, Weekdays Only, and Everyday.

20.4 Ranking: The ranking is given to the particular MT/QA1/QA2 according to his/her overall
performance (efficiency, accuracy and punctuality, etc). The ranks are A++, A+, A, B, C. This
setting will affect the assignment of audio files to the MT/QAL1/QA2. If any doctor’s setting is
such that his/her files must be given high priority, then his/her audio files will be transferred to
the MT/QAL1/QA2 with the highest rank.



20.5 CPL - Charge Per Line: The money amount that the MT/QAL/QA2 will charge for
transcribing/editing each line.

20.6 Maximum assignment of files per day: The maximum number of files that the MT/QA1/QA2
will transcribe/edit in a day. The system will stop assigning the files to the MT/QA1/QA2 once
this value matches the total count of the audio files already assigned to him/her.

20.7 Maximum assignment of minutes per day: The time for which the MT/QAL1/QA2 will work
per day must be noted in terms of minutes. The system will stop assigning files to the
MT/QAL1/QA2 once this value matches the total length of the audio files already assigned to
him/her.

20.8 Maximum assignment of minutes per week: The time for which the MT/QAL1/QA2 will work
per week must be noted in terms of minutes. The system will stop assigning files to the
MT/QAL1/QA2 once this value matches the total length of the audio files already assigned to
him/her in a week.

20.9 Accept Red Flag Files (for QA1 and QA2): System will assign the red flag files to the
QAL/QAZ2 if MT/QAL red flag them.

20.10 Red Flag Settings: (for MT and QA1) There are two options available:

- Auto File Routing to QA1 (MT -> Doc)/QA2 (MT->QA1->QA2) — If the MT/QAL red flags any
file while uploading it, it is automatically routed to the QA1/QA2 respectively, not to the MT
Admin when this option is enabled. A specific QAL/QA2 can be selected from the drop down
list. If none is selected then the file will be routed to the QA1/QA2 available at that time
provided that the feature of accepting red flag files is enabled in his/her account settings.

- Auto File Routing to QA1 (MT->QA1->Doc)/QA2 (MT/QA1/QA2) — Before this feature was
launched, many doctor clients’ workflow was set as MT->QAl1->Doc / MT->QA1->QA2-
>Doc). In this case, whenever the MT/QAL red flags the file, it is routed to MT Admin and he
was required to manually route the files further. But after introducing this feature the
scenario has changed. Now if the MT/QAL red flags the file, it is automatically routed to the
selected QA1/QAZ2 if this option is enabled. If none is selected, then the file will be routed to
the QA1/QA2 available at that time provided the feature of accepting red flag files is enabled
in his/her account settings.

The red flagged audio files will go to the MT Admin only when this option is not enabled.

20.12 Alternative MT/QA File Assignment: This feature is based on fixed routing module
(workpool type set for the doctor in workpool settings). System routes the files to the selected
alternative MT/QAL1/QA2 if the present MT/QA1/QA2 is unavailable or when settings like
workdays, maximum assignment of files/day, maximum assignment of minutes/day or week set
for him in the workpool information have reached their specified limit. System again checks
similar settings of the selected MT/QA1/QA2 and if they have also reached the specified limit, it
routes the files to the MT Admin.

20.13 Accept stat files? : If this option is checked, the MT/QA1/QA2 is ready to transcribe/edit
the stat (urgent) files. The system will consider this MT/QAL1/QA2 while assigning the stat audio
files.

20.14 Accept all Report Types? : If this option is enabled, the MT/QA1/QA2 is ready to
transcribe all kinds of reports without any preference.



Report/Work Type Preference: Some MTs/QAL/QA2s are specialized in transcribing/editing
reports for specific medical areas such as cardiology, pathology, orthopedics, etc. They prefer to
transcribe/edit reports for the specialized area. Their preferences can be set up to four levels or
none if no such specific preferences. Files will be assigned accordingly.

20.15 1St Report/Work Type Preference
d

20.16 2" Report/Work Type Preference
d

20.17 3’ Report/Work Type Preference

h
20.18 4t Report/Work Type Preference
20.19 Accept all dictators? : If this option is enabled, the MT/QA1/QAZ2 is ready to transcribe/edit
reports for all of the dictators (doctors).

Dictator Preference: Some MTs/QAL1/QA2s prefer to transcribe a particular doctor’s file. Their
doctor (dictator) preference can be set up here and files will be assigned accordingly.

20.20 1St Dictator Preference

20.21 2nd Dictator Preference
d
20.22 3r Dictator Preference

h
20.23 4t Dictator Preference

22.0 IP Tracking and Blocking:

The MT/QA1/QA2 can track the IP Addresses from whatever log in and log out event occurs if
the Master Admin enables this feature.

22.1 Enable feature: IP Tracking? — The account user can track the IP Addresses from which
his/her account is accessed if this feature is enabled.

22.2 Enable feature: IP-specific access? — If the MT Admin enables this feature for the MT, the
system will not allow anyone to log into the MT’s account from an IP Addresses other than those
specified below:

22.2a #1 Allow login from IP:

22.2b #2 Allow login from IP:

22.2c #3 Allow login from IP:

22.2d #4 Allow login from IP:

22.2e #5 Allow login from IP:

22.3 Enable feature: IP Range Blocking? — If the MT Admin enables this feature, the system will



not allow anyone to login from the IP Address belonging to the specified range here.
22.3a #1 Blocked IP Range:
22.3b #2 Blocked IP Range:
22.3c #3 Blocked IP Range:

22.3d #4 Blocked IP Range:

Create New MT/QA Account

“Create New Account” enables the MT Admin to create new accounts for transcriptionists and
QA editors.
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Steps to create a new account:

1

. Login ID: The MT/QA logs into the system through this Login ID.

N

. Login Password: This authenticates the user to log into the system.

3. User's Name: Name of the user of the account.

D

. User's Initials: User’s initials have to be entered as required.

62

. Display file owner IDs as: This option displays the File Owner ID as any one of these
depending upon the radio button selected.
ID Number Only — The system will display the file owner as his/her Login ID.
Initials — The system will display the file owner’s initials as entered in the “User’s Initials” text
box.
Full name — The system will display the file owner as the user’s full name.

6. User's Company Logo: The logo of the transcription company, i.e. MTSO where the MT/QA is
employed. This is inherited from the value given in the MT Admin account.

7. New Account Type: Select the respective radio button according to the type of account being
created. Three options are available: MT, QAL, and QAZ2.

oo

. Click the “Create New Account Button.”
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Billing Setup

Billing Setup option provides you with the flexibility to set up separate billing formula for the
doctors as per their individual requirements. On the basis of these settings, system generates
the billing report when requested by any user.

Billing Information Settings

This part of the screen gives a small description of various billing settings.

Column Details

1. Dictator: This column displays the doctor’s user name.

2. Billing Choice: This column displays two kinds of billing options.
- Manual Entry — Here MT/QA is required to enter the line count at the time of document file

upload.
- Auto Extraction - Here system generates the line count for the document file at the time of

upload.

3. Billing Basis and Billing Basis Information: Settings made here will be applicable only for auto
extraction. You can select any of the billing bases available-



- Character with Spaces — System counts the “spaces” also for the generation of line count.

- Character without Spaces — System will not count the “spaces” for the generation of line
count.

- Gross Lines — System will count the lines without considering the number of keystrokes.

- Page Basis — System will count the lines on page basis.

Further choices are as follows

- Include Header — If this is selected, system will include the headers of document file while
line count generation.

- Include Footer — If this is selected, system will include the footers of the document file
while line count generation.

- Keystrokes — This entry decides the number of keystrokes that will make one line.

- Template Characters to be subtracted — Doctor sometimes want their dictation in a
standard format and so they send the templates to the transcriptionists. These templates
include the words or characters typed in by the doctor. If this choice is enabled, system
will subtract these characters while line count generation.

4. MT Admin Line Count Changes: This facility enables you to make any changes from your
side on the final file count, and the resultant count only will be shown to the doctor.

5. Change Effective From: MT Admin can also make the changes in the billing module
applicable from a back date as well, but this will reflect the same way on the doctor login as
well.



Template Archive

System provides the doctor with the flexibility of uploading the templates along with the audio
file. Templates are the pre decided format in which doctor wants his dictation to be transcribed.
Template Archive is a store of all the templates uploaded by the doctors. MT Admin has the
flexibility to manage the templates through this option. Count of total templates is displayed at
the top of the page.
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Column details:

Y
¥

All the column buttonsl are sorting buttons.

1. Template ID: This column shows the unique ID assigned to every template automatically by
the system when the doctor uploads it.

2. Template Name: This column displays the name given by the doctor to the template while
uploading it.

3. File Name: This column displays the actual name of the template file with its extension.
4. Owner ID: This column shows the ID of the dictator (doctor) who uploaded the file.
5. Default: Doctor has the flexibility to mark a template as default while uploading it so that

system automatically picks up this template whenever he uploads any audio file. If doctor
uploads any other template along with the audio file, the system picks up this template and



not the default one. This column shows the tick mark with “Default” mouse over image if the
template is default.

6. Last Modified Date: This column shows the date when last modification was made in the
template.

7. Remarks: This column shows the comment added by the doctor while uploading the
template.

Checkbox Functions

At the bottom of the page, there is a checkbox function to facilitate multiple template download
on a single click. MT Admin can check mark the templates and can perform the following
function:

- Download Selected Templates

Steps to download the templates:

First Way (To download multiple template files at a time)

1. Click on the check box in front of the Template ID you want to download.

2. You can select multiple templates to download.

3. Go at the bottom of the page to select "Download Selected Templates" radio button.
4. Click "Perform Checkbox Operation" button.

Second Way (To download a single file)

1. Click on the ID of the Template, which MT wants to download. The hyperlink will redirect him
to a page showing all the details of the file.

2. At the bottom, click the “Download this Template” button

Steps to view template:

1. Click the ID of the Template in the “Template ID” column. The hyperlink will redirect you to a

page showing all the details of the template.
2. Click the “View this Template” button at the bottom.



Billing Report

This feature provides the facility of generating an online billing report to the MT Admin. He/she
has an option to generate a Summary or Detailed billing report for a specific account for a
particular period depending on the type of file, i.e. an audio file or a document file. The
Summary Report gives a snap-shot view of the number of lines transcribed, the number of
dictation minutes and the number of fax pages sent from the server during the selected period.
The Detailed Report gives file-to-file billing details of the account for the selected period.
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Report Criteria

The MT Admin can generate the Billing report on a doctor or an MT/QA for a particular duration
with the help of the Report Criteria functionality.

» Report Type — Select the report type, either Summary or Detailed based on the requirement.
- Summary — Show only totals for each account. The Summary Report gives a snap-shot
view of the billing report for the particular account selected.
- Detailed - Show file details for each account. The Detailed Report gives file-to-file billing
details for the account selected.

* Date Range - Select the date duration for which you want to view the billing report.

* Report Format — Select the report format based on the requirement.
- Doctor Based— Show report for account. This drop down list shows the names of all the
doctors. By default “All” is selected.
Audio File Basis (All Audio files irrespective of file status) — The Billing Report is
generated on an audio file basis, whatever their status.



Document File Basis (Completed audio files only) — The Billing Report is
generated based only on completed document files.

- MT/QA Based — Show Report for Account. This drop down list shows the names of all the

MTs/QAs. By default “All” is selected.

All levels of document files (MT/QA1/QA2) — The Billing Report is generated for
all levels of document files regardless of their status.
A completed document file only — The Billing Report is generated for completed
documents only.

Steps to generate a billing report

1. Select the Summary or the detailed option.

2. Select the period (from date to date) for which the billing report is required.

3. Select the report format, i.e. the account of the Dictator or the Transcriptionist from the
options given.

4. Click the "Generate Billing Report" button.

Before every billing report, information regarding the account (doctor or MT/QA) and the date
duration is displayed.

When a Summary Report is generated on the MT basis, the screen appears this way.
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When a detailed billing report is generated, on a doctor basis, the screen
appears this way.
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Column Details

Each column has a blue button H that will sort all of the data when clicked.
When Report Style — Summary, Report Format — Doctor Based, Audio Files

1. Dictator: This column shows the user name of the doctor (dictator) to whom the audio file
belongs.

2. No. Reports: This column shows the count of reports transcribed for the particular period.

3. Tollfree File Size: This column shows the total size of the audio files in KB (Kilobytes)
dictated through the Toll Free Service in terms of bytes.

4. Tollfree File Length: This column displays the total length of the audio files dictated through
the Toll Free Service in terms of minutes and seconds (time).



5. Other File Size: This column shows the total size of the audio files in KB (Kilobytes) dictated
through other modes in terms of bytes.

6. Other File Length: This column shows the total length of the audio files dictated through
other modes in terms of minutes and seconds (time).
7. Faxed: This column displays the number of pages that were faxed.
When Report Style —Detailed, Report Format — Doctor Based, Audio Files
Column Details
1. Audio File ID — This column displays the audio file ID.
2. Dictation Date — This column displays the upload date of the audio file by the doctor.
3. Dictator — This column shows the dictator (doctor) ID who owns the audio file.
4. Status: It shows the status of the audio file:
Simple Yellow — if the MT has the file for transcription
v Yellow 1 - if the QAL has the file for editing
2 Yellow 2 — if the QA2 has the file for further editing

& Green — if completed
© Red - if the MT has not downloaded the file.

5. Audio File Name: This column shows the audio file name.

6. Tollfree File Size: This column shows the total size of the audio files dictated through the Toll
Free Service in terms of KB (kilobytes).

7. Tollfree File Length: This column displays the total length of the audio files dictated through
the Toll Free Service in terms of minutes and seconds (time).

8. Other File Size: This column shows the total size of the audio files in KB (Kilobytes) dictated
through other modes in terms of bytes.

9. Other File Length: This column shows the total length of the audio files dictated through other
modes in terms of minutes and seconds (time).

10. Faxed: This column displays the number of pages that were faxed.

At the end of the report following information is displayed:
Grand Totals:

Total Audio Files:

Tollfree Length: _ Minute(s) _ Second(s)

Tollfree Size: _ KB

Other Length: _ Minute(s) _ Second(s)

Other Size: _ KB



Faxed: _

When Report Style — Summary, Report Format — Doctor Based, Document Files

1

2
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Dictator: This column shows the user name of the doctor (dictator) to whom the audio file
belongs.

No. Reports: This column shows the count of reports transcribed for the particular period.

Extracted Line Count: This column shows the line count generated by the system as per the
doctor specific billing attributes if “Auto Extraction” feature is enabled for the doctor
concerned.

Entered Line Count: This column displays the line count entered by the MT/QA at the time of
file upload, if “Manual Entry” is enabled under “Billing Choice” in “Billing Setup” for the
doctor.

Final Line Count: This column displays the final line count after the applicable MT Admin
formula changes. There are three cases:

«-When “Auto Extraction” feature is enabled for the doctor, this column displays the line
count generated by the system.

- When “Manual Entry” feature is enabled for the doctor, this column displays the line
count entered by the MT/QA at the time of file upload.

- When the “Suggested Line Count Feature” is enabled in account settings of MT Admin,
this column displays the line count entered by the MT/QA.

Audio File Length: This column displays the total length of the audio files.

Line/Length: This column displays the calculated result of line divided by length.

Faxed: This column displays the count of pages those were faxed.

When Report Style —Detailed, Report Format — Doctor Based, Document Files
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. Document File ID: This column shows the document file ID.

. Work Date: This column displays the upload date of the document file by the MT.

. MT: This column shows the user name of the MT/QA1/QA2 who uploaded the file last

. Dictator: This column displays the user name of the doctor (dictator) to whom the

corresponding audio file belongs.

. Patient Name: This column displays the patient name.

. Document File Name: This column shows the document file name.

. Document File Size: This column displays the document file size.

. Extracted Line Count: This column shows the line count generated by the system as per the

doctor specific billing attributes if “Auto Extraction” feature is enabled for the doctor
concerned.

. Entered Line Count: This column displays the line count entered by the MT/QA at the time of

file upload, if “Manual Entry” is enabled under “Billing Choice” in “Billing Setup” for the
doctor.

10. Final Line Count: This column displays the final line count after the applicable MT Admin

formula changes. There are three cases:
- When “Auto Extraction” feature is enabled for the doctor, this column displays the line
count generated by the system.
- When “Manual Entry” feature is enabled for the doctor, this column displays the line
count entered by the MT/QA at the time of file upload.
-When the “Suggested Line Count Feature” is enabled in account settings of MT Admin,
this column displays the line count entered by the MT/QA.

11. Audio File Length: Size or length of the corresponding audio file is displayed in this column.



12. Line/Length: This column displays the calculated result of line divided by length.
13. Faxed: This column displays the count of pages that were faxed.

At the end of the report following information is displayed:
Grand Totals:

Reports:

Documents File Size: _KB

Extracted Line Count: _ Line(s) _ Waiting

Entered Line Count: _ Line(s)

Final Line Count: _ Line(s)

Audio File Length: _ Minute(s) _ Second(s)

Faxed: _

When Report Style —Summary, Report Format —MT/QA Based, All Level of Document
Files

1.
2.

3.
. Extracted Line Count: This column shows the line count generated by the system as per the

MT: This column displays the user name of the MT/QA1/QA2 depending upon the selection.

Account Type: Information regarding the type of account is shown (MT, QA1, QA2) in this
column.

No. Reports: This column displays the count of document files.

doctor specific billing attributes if “Auto Extraction” feature is enabled for the doctor
concerned.

. Entered Line Count: This column displays the line count entered by the MT/QA at the time of

file upload, if “Manual Entry” is enabled under “Billing Choice” in “Billing Setup” for the
doctor.

. Final Line Count: This column displays the final line count after the applicable MT Admin

formula changes. There are three cases:
-When “Auto Extraction” feature is enabled for the doctor, this column displays the line
count generated by the system.
- When “Manual Entry” feature is enabled for the doctor, this column displays the line
count entered by the MT/QA at the time of file upload.
- When the “Suggested Line Count Feature” is enabled in account settings of MT
Admin, this column displays the line count entered by the MT/QA.

. Audio File Length: This column displays the total audio file length in terms of minutes and

seconds.

When Report Style —Detailed, Report Format —-MT/QA Based, All Level of Document Files
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. Document File ID: This column shows the document file ID.

. Work Date: This column displays the upload date of the document file by the MT/QA1/QAZ2.

. MT: This column shows the MT/QA1/QA2 ID who last uploaded the file.

. Dictator: This column displays the user name of the doctor (dictator) to whom the

corresponding audio file belongs.

. Patient Name: This column displays the patient name.

. Document File Name: Name of the document file is displayed in this column.

. Document File Size: This column displays the document file size.

. Extracted Line Count: This column shows the line count generated by the system as per the



doctor specific billing attributes if “Auto Extraction” feature is enabled for the doctor
concerned.

9. Entered Line Count: This column displays the line count entered by the MT/QA at the time of
file upload, if “Manual Entry” is enabled under “Billing Choice” in “Billing Setup” for the
doctor.

10. Final Line Count: This column displays the final line count after the applicable MT Admin
formula changes. There are three cases:

- When “Auto Extraction” feature is enabled for the doctor, this column displays the line
count generated by the system.

- When “Manual Entry” feature is enabled for the doctor, this column displays the line
count entered by the MT/QA at the time of file upload.

- When the “Suggested Line Count Feature” is enabled in account settings of MT Admin,
this column displays the line count entered by the MT/QA.

11. Audio File Length: Size or length of the corresponding audio file is displayed in this column.

12. Line/Length: This column displays the calculated result of line divided by length.

13. Faxed: This column displays the number of pages that were faxed.

At the end of the report following information is displayed:
Grand Totals:

Reports:

Documents File Size: _KB

Extracted Line Count: _ Line(s) _ Waiting

Entered Line Count: _ Line(s)

Final Line Count: _ Line(s)

Audio File Length: _ Minute(s) _ Second(s)

Faxed: _

When Report Style -Summary, Report Format —-MT/QA Based, Completed Document Files
Only

1. MT: This column displays the user name of the MT/QA1/QA2 depending upon the selection.

2. Account Type: Information regarding the type of account is shown (MT, QA1, QA2) in this
column

3. No. Reports: This column displays the count of document files.

4. Extracted Line Count: This column shows the line count generated by the system as per the
doctor specific billing attributes if “Auto Extraction” feature is enabled for the doctor
concerned.

5. Entered Line Count: This column displays the line count entered by the MT/QA at the time of
file upload, if “Manual Entry” is enabled under “Billing Choice” in “Billing Setup” for the
doctor.

6. Final Line Count: This column displays the final line count after the applicable MT Admin
formula changes. There are three cases:

- When “Auto Extraction” feature is enabled for the doctor, this column displays the line
count generated by the system.

- When “Manual Entry” feature is enabled for the doctor, this column displays the line
count entered by the MT/QA at the time of file upload.

-When the “Suggested Line Count Feature” is enabled in account settings of MT Admin,
this column displays the line count entered by the MT/QA.

7. Audio File Length: This column displays the total audio file length in terms of minutes and
seconds.



When Report Style —Detailed, Report Format —-MT/QA Based, Completed Document Files
Only

. Document File ID: This column shows the document file ID.

. Work Date: This column displays the upload date of the document file by the MT/QAL1/QAZ2.

. MT: This column shows the MT/QA1/QA2 ID who last uploaded the file.

Dictator: This column displays the user name of the doctor (dictator) to whom the
corresponding audio file belongs.

5. Patient Name: This column displays the patient name.

6. Document File Name: Name of the document file is displayed in this column.

7
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. Document File Size: This column displays the document file size.

. Extracted Line Count: This column shows the line count generated by the system as per the
doctor specific billing attributes if “Auto Extraction” feature is enabled for the doctor
concerned.

. Entered Line Count: This column displays the line count entered by the MT/QA at the time of
file upload, if “Manual Entry” is enabled under “Billing Choice” in “Billing Setup” for the
doctor.

10. Final Line Count: This column displays the final line count after the applicable MT Admin

formula changes. There are three cases:
- When “Auto Extraction” feature is enabled for the doctor, this column displays the line
count generated by the system.
- When “Manual Entry” feature is enabled for the doctor, this column displays the line
count entered by the MT/QA at the time of file upload.
-When the “Suggested Line Count Feature” is enabled in account settings of MT Admin,
this column displays the line count entered by the MT/QA.

11. Audio File Length: Size or length of the corresponding audio file is displayed in this column.

12. Line/Length: This column displays the calculated result of line divided by length.

13. Faxed: This column displays the number of pages that were faxed.

©

At the end of the report following information is displayed:
Grand Totals:

Reports:

Document Size: _KB

Extracted Line Count: _ Line(s) _ Waiting

Entered Line Count: _ Line(s)

Final Line Count: _ Line(s)

Audio File Length: _ Minute(s) _ Second(s)

Faxed: _

QA Feedback Reports

The QA Feedback feature helps the MT Admin to keep track the performance of his/her
st
transcriptionists and editors. Editors at the 1 level give performance feedback on the

nd
transcriptionists, while editors at the 2 level give performance feedback on the Level 1 editors
based on various criteria: no edits, format errors, clinical errors, ADT Tags, Typos, approved



reports, no rating, etc. He/she can generate the summary or detailed feedback report for any
MT or QA1 given by the QAL or the QA2 respectively.
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Feedback Report Criteria

The MT Admin can generate the feedback report of the QAL and the QA2 with the help of the
Feedback Report Criteria functionality.
» Report Type: Select the report type, either Summary or Detailed as required.
- Summary — The Summary Feedback report is the graphical representation of performance
for the selected MT or QAL.
- Detailed — The Detailed Feedback Report gives a file-to-file feedback report.
 Date from — to: Select the date duration for which you want to view the feedback report.
*» Report Format —Select the report format according to the requirement.
- QA2 Feedback Report (Select QA1): This drop down list shows the names of all the MTs
for whom the QA1 gave the performance feedback.
- QAL Feedback Report (Select QA2): This drop down list shows the names of all the QAls
for whom the QA2 gave the performance feedback.

Steps to generate QA Feedback report

1. Select the report type — Summary or Detailed.

2. Select the period for which the MT Admin wants to view the feedback report.

3. Select the report format — QA1 feedback or QA2 feedback.

4. Select the particular MT or QA1 whose performance feedback report he/she wants to view.
5. Click the “Generate Feedback Report” Button.



Summary Feedback Report

The Summary Feedback report is the graphical representation of performance of a selected MT
or QAL. At the top of the bar graph, a total number of reports transcribed by the selected MT or
edited by the selected QAL are displayed. There are reports on the X-axis while on the Y axis
there are ratings in the form of different percentage of errors.
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There are three bars showing errors, accurate and no rating. Above each bar, a
percentage of files having errors are displayed.

1. Errors — This bar is divided into five parts, which signify five types of errors:

- Clinical errors — Errors related to results of lab reports (blood test, sugar test etc) are shown in
maroon.

- Format errors — Errors related to templates are shown in red.

- Typos errors — Errors related to typing (spelling) are shown in red.

- Blanks (where not required) are shown in orange.

- ADT/Tag errors — Errors related to tagging and ADT interface are shown in orange.

2. Accurate — This bar is divided into two parts signifying two kinds of reports:

- No Errors — When the QA1 (for MT) or the QA2 (for QA1) selects the option of “No Edits” while
uploading the file, it appears as No Errors in sea green.

- Approved Reports — When the QA1 (for MT) or the QA2 (forQA1) does not select an option
while uploading the file, it is understood that reports have been approved by them and are
shown in a dark bottle green color.

3. No Rating — Entire Bar signifies the reports that were not rated by the QA1/QA2. When the
QAL (for MT) or the QA2 (forQAL) selects the option of “No Rating” while uploading the file,
the result is shown in black.



Detailed Feedback Report

The Detailed Feedback Report gives file-to-file details regarding errors or approval.
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Column Details

Each column has a blue button H that will sort all of the data when clicked.
1. Doc File ID — This column displays the file ID transcribed or edited by the MT or the QAL.

2. MT/QA1 ID — This column shows the MT ID who transcribed the file or the QA1 ID who edited
the file.

3. Document File ID — This column displays the document file name.
4. Transcription Date/Time — This column displays upload date and time of the document file.
5. Dictator — This column shows the dictator (doctor) ID to whom the audio file belongs.

6. Audio File ID — This column shows the audio file ID assigned to the file by the system when
the doctor uploads it.

It also displays a © green button to signify that the file is online with a “Listen to Audio File”
mouse-over image. Click it to play the audio file.



It displays £ a red button if the file is offline with a “File Offline (Click to Send Message)”
mouse-over image. Click this button to send a message to the Site Administrator to get the
file online.

7. QAL/QA2 ID — This column shows the QAL ID (if report format is chosen as QA1) or the QA2
ID (if report format is chosen as QA2).

8. QA1/QAZ2 File — This column shows the QAL file ID (if report format is QA1) or the QA2 file ID
(if report format is QA2).

9. C — This column shows dark bottle green if the file has Clinical Errors.
10. F - This column shows blue if the file has Format Errors.

11. T - This column shows ash if the file has Typos Errors.

12. B - This column shows dark green if the file has Blanks.

13. A - This column shows red if the file has ADT/ Tag Errors.

14. NE - This column shows black if the file has No Edits.

15. NR - This column shows different colors for the approved files and the files which have not
been rated.

16. Rating Remark — This column shows the remark made by the QA1 (for MT) or the QA2 (for
QA1) for the file.



Turnaround Time Reports

The Turn Around Time report gives an assessment of how the transcription company (MTSO) is
performing in terms of uploading the transcribed documents. This option generates a Summary
or Detailed report on doctor/MT/QA1/QA2 account basis for the selected time duration. The
Summary Report gives a snap-shot view of the TAT details for normal and urgent reports. The
Detailed Report gives file-to-file TAT details of an account.
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Report Criteria

The MT Admin can generate the TAT report on a doctor or an MT/QA basis with the help of the
Report Criteria functionality.
* Report Type — Select the report type, either Summary or Detailed according to the
requirement.
- Summary — The Summary Report give a snap-shot view of TAT for the audio files.
- Detailed — The Detailed Report gives file-to-file TAT details.
 Date from — to: Select the date duration for which you want to view the report.
* Report Format — Select the report format according to the requirement.
- Doctor Based— This drop down list shows the names of all doctors. By default “All” is
selected.
- MT Based - This drop down list shows the names of all MTs/QAs. By default “All” is
selected.



Steps to generate TAT Report:
1. Select the Summary or the detailed option.

2. Select the period for which the TAT report must be generated.
3. Select the report format, i.e. the account (doctor based or MT based) for which the report
must be generated.

4. Click the "Generate TAT Report" button.
When the Summary Report option is selected:

The Summary Report gives a snap-shot view of the set and the actual TAT for both normal as
well as urgent reports.
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Column Details

Each column has a blue button H that will sort all of the data when clicked.

1. MT ID/Doc ID: This column displays the MT/QA ID if report format is MT based, and Doc ID if
report format is Doctor based.

2. Audio files (Normal): This column shows the count of normal audio files.

3. Avg. TAT: This column shows the average of the actual TAT, i.e. the average of the time
actually taken to complete and upload the normal files.



4. Avg. Delay: It shows the average of the delay time. If the Actual TAT exceeds the set TAT,
this column shows the average of this delayed time for the particular account for normal
files.

5. Audio files (Stat): This column shows the count of stat (urgent) audio files.

6. Avg. TAT: This column shows the average of the actual TAT, i.e. the average of the time
actually taken to complete and upload the urgent files.

7. Avg. Delay: It tells the average of the delay time. If the Actual TAT exceeds the set TAT, this
column shows the average of this delayed time for the particular account for urgent files.

When the Detailed Report option is selected:
The Detailed Report gives all of the details regarding the TAT for each file.
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Column Details

Each column has a blue button H that will sort all of the data when clicked.
1. S No.: This column shows the Serial Number.

2. MT ID: This column displays the MT/QA ID depending upon the selection.



3. Doc ID: This column shows the doctor/dictator ID who owns the audio file.
4. Audio File ID: This column displays the Audio File ID.
5. Dictation Date/Time: The date and time of upload of the audio file is displayed in this column.

6. Document File ID: This column shows the document file ID of MT/QA depending upon the
selection criteria.

7. Transcription Date/Time: This column displays the date and time of upload of document files.

8. Set TAT: According to the doctor’s requirement, the TAT target for both normal and urgent
files is set in the “TAT Settings” of his/her account. Whenever the doctor uploads the
normal/stat (urgent) file, the system automatically picks up the set TAT. This column
displays the TAT set for the doctor.

9. Actual TAT: This column shows the actual time taken (TAT) to complete and upload the file.

10. Difference: If the actual TAT is more than set TAT, this column shows a & red button with
a “Late” mouse-over image. If the actual TAT is less than set TAT, a green button & with an
“OK"” mouse-over image is displayed.

Totals and averages of the set TAT, the actual TAT, and the difference is displayed at the
bottom of the page.

Account Activity Logs

The Account Activity Logs option helps the MT Admin to track all of the activities taking place in
his/her account. It gives the details regarding the type of activity (event), date and time of its
occurrence, and the account ID from where the event occurred. The MT Admin can also
generate the report of recent activity on the event type (activity) or date basis.
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Report Criteria

» Date From — To -: The doctor can generate the report of recent activity for a particular duration
for which he/she wants to view the report.

» Event Type: The MT Admin can generate the report on event basis. He/she can select the
particular event from the drop down list. By default, “All" is selected. The following events
are shown in the drop down list:

- Routing

- Audio

- Document event
- Template event
- Logo event

- File Deleted

- Message Sent
- File Emailed

- File Faxed

- File Corrected
- File eSigned

- File Unsigned

- File Rejected

- Login info



- Logout info
- Account Update
- File Split

» Account Type: The MT Admin can also generate the activity report on an MT/QAL/QA2
account basis.

Steps to generate Recent Activity Log report

1. Select period/duration for which you want to generate the report.

2. Select the event from the drop down list or select “All” if a report of all the events is to be
viewed.

3. Click the "Generate Activity Report" button.
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Column Details:

Click the “Generate Activity Report” button and a new screen will appear. The report information
regarding the account ID and the selected date range is displayed. The following are the column
details:

Each column has a blue button H that will sort all of the data when clicked.
1. Date: This column shows the date when the event occurred.

2. Time: This column displays the time the event occurred.



3. Event Type: This column displays the type of event. This display depends upon the selection
made in the “Event Type Category” in Report Criteria.

4. |D: This column shows the account ID where the event occurred.

5. Log: This column gives the details regarding the type of file (audio or document) that was
involved in the event and its name.

FAQ

FAQ refers to Frequently Asked Questions, which act as quick reference for the MT Admin for

his general queries. On clicking the FAQ option on the navigation menu, you get the screen
similar to the one below.
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Send a Message

The Send Message feature helps the MT Administrator to send messages to the site
administrator if he/she faces any technical problem and to the Master Administrator,
MT/QA/Doctor if he/she has a transcription problem.
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Message Type: Select the message type by enabling the required radio button.



- Technical issue: If the MT Administrator has any technical problem regarding the ASP, he/she
can send a message explaining the problem in detail to the Site Administrator and no one
else.

- Transcription issue: If the MT Administrator has any transcription problem, he/she can send a

message to the MT/QA/Doctor or the Master Administrator. The system will not send this
message to the Site Administrator.

Message To: If you have selected the “Transcription Issue” option in the “Message Type”
category, you can select the MT/QA/Doctor from the list or the Master Administrator as required.

Subject: Enter a short subject title for the recipient that will make it clear to him/her what kind of
problem you are having.

Message: Enter a message explaining each and every detail of the technical/transcription
problem in this text box.

Steps to send the message

1. Select the message type by enabling the radio button.

2. Select the required option in the “Message to” category. Select the required MT/QA/Doctor
from the drop down list.

3. Enter the subject for the message in the text box.
4. Enter the message in detail in the text box.
5. Click the “Send” button at the bottom of the screen.

A new screen will appear confirming that the message has been sent.

Change Password

Change Password option enables the MT Admin to change his account password if desired.
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Steps to Change Password

1. Enter Old Password — User is required to enter the old password.
2. Enter New Password — User is asked to enter the new password for his account.
3. Confirm New Password — User is required to retype the new password for confirmation.

4. Click the “Change Password” button.

A new screen appears confirming the update of account password.
Logout & EXxit

When MT Administrator clicks this option, he is logged out of the system.
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