Quikscribe

transcription system

Quikscribe Recorder
User Manual

Welcome to the World of Quikscribe!

Quikscribe is designed to be easy to use, yet there are many features
that make it an incredibly powerful and reliable workflow system for
dictation and transcription activities.

Tutorial demonstrations are built into both the Quikscribe Recorder
and Player products under the “Help” menu, which can also help you
get started as a new user.

Online video demonstrations are also available to provide instruction
how to use certain features.

This user manual provides detailed explanation of all features and
components. We invite you to become more familiar with these
features if desired. The time spent learning advanced features such
as “Undo/Redo” will provide personal time savings for your future work
efforts.

As always, we invite your feedback, comments, and suggestions...
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Overview

The Quikscribe Transcription System consists of two separate components — the
Quikscribe Recorder and the Quikscribe Player.

A tape based system uses a machine to record audio to a tape. The tape is
generally filled, then taken to a typist who plays the tape back and types a
document.

Quikscribe Digital transcription uses the QS Recorder application to record audio
to a computer file on a PC. The file is then sent via a network to the QS Player.

There are several advantages to this:

¢ Since there are no tapes, a thirty-minute tape does not have to be filled
before being sent to the typist. A document as short as thirty-seconds can
be dictated and sent, and worked on immediately. Instructions to the
typist are imbedded in the document when it is sent

¢ No tape also means that a tape cannot be lost or destroyed.

e And if a file is misplaced on the network, a copy always exists back on the
original recording computer.

When transcription is completed, the typist prints the document or forwards it
back to the author for review.

Both the Quikscribe Recorder and Player are able to operate while other
Windows applications are used at the same time.

About the Quikscribe System

Quikscribe’s sophisticated technology provides new benefits for businesses and
training institutions around the world. Quikscribe has developed a breakthrough
in programming with its new ‘intelligent audio file’ (.iaf). This unique format has
given Quikscribe the ability to design numerous innovative features for digital
audio recording, transcription and file management.

A cross section of organizations including the legal industry, medical
practitioners, police, government departments, accountants, transcription
companies, secretarial services, organizations for the visually impaired, and
educational and training institutions are using the Quikscribe Digital Transcription
System. Apart from dictation and transcription, the Quikscribe Transcription
System is also used for technical writing, to send voice instructions, for compiling
reports and as a management and training tool.

With Quikscribe there are no tapes or tape machines, so maintenance and
distribution costs are significantly reduced. Additionally, since ‘tapes’ are now
files on a network, efficiency increases providing genuine time savings. The
reduction in expenses and increase in efficiency greatly benefit most businesses
that use transcription as part of their daily activities.

The Quikscribe Transcription System has an unconditional 30-day guarantee.

Specific information about the features and functions of the Quikscribe Recorder
and the Quikscribe Player follow.



Quikscribe Workflow

The Quikscribe process streamlines your dictation and transcription processes.
Document production would proceed as follows.

¢ Dictate your document using the Quikscribe Recorder software.

e Transmit your document across your network, by email, or on a disk to the
typist.

¢ Quikscribe Player notifies the typist of the arrival of your document.

e The typist transcribes the document

This is very similar to a tape system and the Quikscribe Recorder controls are
similar in function to allow you to start dictating straight away. The Quikscribe
digital Transcription system is also designed to assist you in documentation and
file management, which will be described later in this document. Quikscribe is
designed to decrease your production time and improve your file management
and documentation.

Voice Recognition Option

The Voice Recognition option will automatically produce a draft text document,
either before or after the transcriptionist receives the audio file. Voice
Recognition software is additional and is required for this option to function.

Please note that “The Voice Recognition option should only be enabled if the
optional voice recognition software is installed and configured properly.
Otherwise files that are sent to transcription will not reach the intended
destination.”

Important Capabilities of Quikscribe

Additionally, the Quikscribe Recorder software has the following important
capabilities, which will be described in more detail later in this manual. Taking
full advantage of these Quikscribe capabilities will increase the efficiency of your
document production.

Insert Other Media.

Insert referenced material such as text, images, graphics, Internet
links, screen captures, etc., directly into the dictated file. These will
be made available to the typist and will eliminate the need for them
to be retyped or reconstructed.

Attach Documents

Attach documents of any type to the file. This is similar to attaching
a document to an email. The attached document will travel with the
dictated file.

Random file access

Jump to any point in the file instantly. There will be no delay when
rewinding or fast-forwarding.

Insert audio mid-file

Insert audio of any duration at any point in the file without
damaging any other part of the file.



Undo changes

Undo changes you have made to the file, such as the last sentence
you dictated.

Redo changes

“Undo the undo” if you change your mind.

Automatic File Backup

A copy of any dictated file sent will be kept at your computer to
eliminate the possibility of the loss of the file.

Security Encryption

Files can be encrypted for security purposes.

Unlimited File Length

Files can be of any length (determined by hard disk drive space).
There is no need to fill a tape since there is no longer a tape to fill.
Remote Dictation

Dictate on a laptop or digital recorder and email the file to the
office.

Simultaneous Document Transcription

A single dictated file can be split automatically into smaller
overlapping segments and sent to multiple typists to decrease the
production time of large documents.

Dictation Metadata

Document management information is stored in the dictated file.
Information such as the matter number, the author’'s name, the
duration of the file, the file number, and other metadata. The
Quikscribe Player will add to this data the typist’'s hame, typing
duration, etcetera. The Quikscribe Software Development Kit
(SDK) also allows integration of the Quikscribe Recorder and
Player functions into other Windows applications.

Background Operation

The Quikscribe Recorder can operate in the background behind
any other application.

File Storage and Archive

Dictation files can be archived for security and historical purposes.
This process can be automatic, and the files can be protected from
further edits.



Requirements for System (Quikscribe and Player) Installation
The following is needed for the system to work;

The Quikscribe Recorder software must be installed and configured on
the author’s computer.

The driver software for the appropriate hand control must be installed on
the author’s computer.

The Quikscribe Player software must be installed and configured on the
typist’s computer. See Quikscribe Player Manual.

The sound card must be tested as operational on the typist's computer.
See Quikscribe Player manual.

If files are to be transferred across a network between computers, it must
be checked as functional and appropriate directory permissions must be
set.

Meet minimum system requirements as listed below.

System Requirements (Minimum Recommended)

PC with Pentium 200 MHz (or greater)

256 MB Ram (minimum)

Sound Card (preferably Sound Blaster)

Windows 2000, XP, or Vista

USB 1.0 or greater

20 Meg of free disc space

CD-ROM drive

Microsoft Word or any other Windows-based word processor
Internet Access (optional)

Network Card (optional)



Installing Quikscribe Recorder

Performing the following tasks is recommended for Quikscribe Recorder to
function properly and effectively. Performing these tasks will allow you to quickly
start using Quikscribe Recorder.

¢ Install Quikscribe Recorder and appropriate hand control software

e Configure Windows audio settings

Create folders on network drive for shared access by both authors and
transcriptionists (for network installations)

Configure Quikscribe to send files

Register software

Review hand control microphone training tutorial

Set automatic file naming.

Details to complete these tasks follow.

Install Quikscribe Recorder Software and Hand Control Software

You may install the Quikscribe Recorder from an installation CD or online.

If you are using Windows 2000, XP or Vista, make sure you are logged in with
Administrator rights; otherwise you may encounter problems with the
installation. To check if you have Administrator rights, click start =» control
panel = user accounts on your computer. Your account will have computer
administrator below it if you have Administrator rights.

To install the Quikscribe Recorder software from the online download link, open
the online download link and follow the screen prompts.

e Close all Windows applications
Insert the Quikscribe installation CD in the appropriate CD-ROM drive.
If the CD does not auto-start within 10 seconds, double click on My
Computer on the desktop, and then double click the CD or Removable
Storage Icon.

o If the Quikscribe menu does not appear, double-click the “autorun.exe” file

to initiate the menu interface.

Follow the on-screen instructions.

In Main Menu click INSTALL

In next menu click Quikscribe Recorder

In next menu click the appropriate box for the hand control or

microphone that you are using with the Quikscribe Recorder

e The continuing menus guide you through the installation of the Quikscribe
Recorder and the appropriate hand control drivers.



Setup Type

Choose the setup type that best suits vour needs. e 1
P typ ¥ . -

Please select a setup tvpe,

ﬁ The standard features reguired by most users will be installed.,

() Complete
; Al program Features will be installed. (Requires the most disk
space.
O Custony

Chanse which progran Features wau want installed and where they
will be installed. Recommended For advanced users,

[ < Back " ezt = i l Cancel J

¢ During installation of QS Recorder, you may select the desired options to

include during installation, including Voice Recognition integration with
Dragon NaturallySpeaking, Philips DPM integration and drivers, and
integrated management features. To include the optional features,
select the “Complete” or “Custom” installation methods. The

custom “Management” option will provide workflow tracking of file

status, and the “DPM” option will include drivers for the Philips
Digital Pocket Memo portable recorder.

e Following is a list of the supported hand control devices.

Supported Hand Control Devices

Quikscribe Recorder supports several hand controls. Drivers

for most of these hand controls are on the Quikscribe
installation CD or are included on a separate installation CD
with the hand control device. More information about these
devices is in the section
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Hand Control Microphones.

Philips SpeechMike Classic (with thumb slide switch)
Philips SpeechMike Pro USB (with mouse trackball)
Philips SpeechMike Classic Plus 5272

Philips SpeechMike Pro Plus 5276

Philips SpeechMike Classic Plus Barcode 5282

Philips Digital Pocket Memo 9400i (portable recorder and hand
control combo)

Philips Digital Pocket Memo 9450vc (portable recorder and
hand control combo)

Philips Digital Pocket Memo 9600/9610 (portable recorder and
hand control combo)

Olympus DR-1000 (with mouse trackball and push buttons to
record/review/play)
Olympus DR-2000 (with thumb slide switch)

Olympus DS-4000 (portable recorder and hand control combo;
requires Olympus software installation and additional
Quikscribe program QSDS4000.exe, included on Quikscribe
installation CD).

Infinity USB Foot Switch (does NOT require installation of
drivers)

VIS (Voice Input Station) USB (does NOT require installation of
drivers)

Configure Windows Audio Settings

¢ Close all Windows applications

¢ Insert the Quikscribe installation CD in the appropriate CD-ROM drive.

If the CD does not auto-start within 10 seconds, double click on My
Computer on the desktop, and then double click the CD or Removable
Storage Icon.

e Click Install. Then click Quikscribe Recorder. Next select the appropriate
hand control option. Finally, click “How to Configure Audio Settings”.
This recording will guide you in configuring your Windows audio settings.
Or, if you prefer you can follow the written directions below.

Following is a summary of the instructions given in the recording
“How to Configure Audio Settings”, which is on the installation CD
as described directly above this line.

e Click on Start on your computer.

e Select Control Panel.

e Click on Sounds and Audio Devices. (If you don’t see this option, click
on “Switch to Classic View” in the upper left of the control panel screen.)

e Select the Audio tab.

11



From the drop-down box for Sound Recording select your Quikscribe
microphone.
From the drop-down box for Sound Playback select either (1) your
computer sound card so sound will playback through your speakers, or (2)
your Quikscribe microphone if you want sound to playback through your
microphone.
Check Use only default devices at the left bottom of the Audio screen.
You may now exit Control Panel.
Now open Quikscribe Recorder.
e Select File and then Play/Record Levels.
e Select Options on this screen and then Properties.
e Select your Quikscribe microphone from the drop-down box for
Mixer Device. Select Recording. Click on OK.
e Adjust the volume upwards to the 1% or 2" mark from the top.
Exit this screen. This level of sound will ensure that you have
good sound level input and that the typist has strong sound
level output.

12



Create Shared Folders on Network Drive

Skip the section if you are not on a network or will be sending files
by email.

The Quikscribe Recorder can send files across a network. Before this can
happen, shared folders need to be properly set-up and configured.

Note: We recommend that a Network Administrator or IT support
person complete the following steps because all networks are
different and there may be issues regarding security and
permissions.

To set up your environment to send files over the network:

o Use My Computer in Windows to make a folder (directory) within a public
shared folder on your File Server that everyone in your organization may
access. Call this folder “QSFiles”. That is, create a shared folder called
QSFiles on a network drive (such as F:\QSFiles)

o Create a subfolder called f:\QSFiles\Typists.

e Create subfolders named for each typist: (f:\QSFiles\Typists\Jane;
fAQSFiles\Typists\Joe, f:\QSFiles\Typists\Sally; etc.)

¢ Within each of these individually named folders, create another folder and
name it “Completed”.

e Once completed your file structure should look like this.

=l |) QsFiles
= |J) Tvpists

=l IJ) lane

) completed
= 1) Joe

) completed
= 1) Sally

) completed

The above steps set up the Primary SEND destination location and associated
sub-folders to be used by the Quikscribe Record authors.

Add or Delete Typists

If at any stage you want to Add or Delete typists within the QSFiles directory, just
Add or Remove them anytime. Add or remove typists through “My Computer”,
not through Quikscribe. The Quikscribe Recorder simply builds a list based on
available typists within this directory.

If you have a large office or organization and you would like to set up multiple
typing directories, set them up by repeating the above process. You would add
another subfolder under QSFiles, such as f\QSFiles\Typists2,
f:\QSFiles\Estates, f:\QSFiles\Dr_Doe, or f:\QSFiles\Division2. Then create
subfolders named for each typist and within each typist folder a file nhamed
“Completed”. You set up the same structure for these new subfolders under
QSFiles as you did above for the folder Typists. The typist subfolders may be
the same names or different names.

13



Once you go through this process, you'll understand that it's very easy to add
new destinations. For large installations, please contact Digital Technology for
special instructions to assist with installation.

14



Configuring Quikscribe to Send Files

You should configure the Quikscribe Recorder before you send any audio files.

Setting Up to Send Audio Files via the Network

Quikscribe Recorder can send files across a network to your typist, who will be
notified to transcribe the files. To initialize this process, shared folders need to
be properly set-up and configured. You and your typist(s) will access these
folders. See section Create shared folders on network drive above, which
describes setup of your Primary SEND destination location and associated sub-
folders.

Note: We recommend that a Network Administrator or IT
support person create the folders because all networks are
different and there may be issues regarding security and
permissions.

In the QS Recorder, you specify the send destinations in the "Send

to" panel. That is, you create a dictation file, and then select Send. In the
"Send to" panel you can then enter the destination folders for the initial setup.
Follow the instructions Add Send path destinations for networks below to
configure your recorder to send files. (Demonstrations are shown in the video
tutorials.)

You may also set up destinations using email addresses. See below for e-mail
destinations.

Add Send Path Destinations for Networks

Perform for each QS Recorder!

Open the Quikscribe Recorder software.

Click on the Send Audio File icon.

Under the “Method Tab” select Network.

Next, select Edit Path.

Using the “Network Locations” dialogue box, navigate your way to the

public shared folder on your File Server.

e Select and double-click the QS Files\Typists folder that was created in
the section Create shared folders on network drive above.

e Then select Add. Typists will now appear under Current Sites as shown

below.

15



| = c .li | I ypists

Site Location Curent Sites
e Tupists
= OsFiles Add I
[ Jane Remove |
[ Joe
A 5ally
Qg |
Caricel I
e Click OK.

e Then select Add and then OK.

¢ You will see within the Typist list box, a list of all typists in the
QSFiles\Typists directory. Below is an example of how your “Send to”
panel will look.

e Click Close.

M Send to C:\QsFilesiTypists\Sally
tethod l File i:'-?-‘..—uii!

- Instructions:
| vl Edit Path S
Metwork, ;i Required ir:

Or completion:

I4 hrs ;’ IN_D ratification ;I
[~ Printout [ Archive audio EI

[~ Send as wave
Commentz ¢ Kewwords: [~ Encrypt

| Typists

[cunent directaony]

Options I Send Cloze

Setting Up to Send Audio Files via E-mail

The Quikscribe Recorder can easily send files across the Internet via e-mail.
Before you can do this, Quikscribe needs to be configured to send files by e-
mail. Following are the steps for e-mail configuration.

e Open the Quikscribe Recorder software.

e Click on the Send Audio File icon.
e Under the “Method Tab”, select E-mail.

16



Click on Edit Path.

Enter the e-mail address you would like to add.

Then select Add and then OK.

Click Close.

Click on the File Menu.

Click on Recorder Settings icon.

Go to Author’s Details. Enter your Email address.

Check either Use SMTP Server or your default email client. In the
example below the default email client is Microsoft Outlook. See these
options in the image below.

Email Settings

(# Use SMTP Server SMTPF Settings

" Usge Microgoft Outlook

If your Internet Service Provider requires your name and password, select
SMTP Settings as shown in the image above. A panel for SMTP
Settings will display as shown in the image below. Enter the Username
and password that you use for your email. If your Internet Service
Provider requires user authentication, check the box Server requires
name and password. Click OK.

SMTF Server Port

imail.earthlink.net E25

v Server requires name and pazsword

semame Paszword
(lirda Equik scribe. i ““““““

QK | Carcel

Now click OK in the Author’s Details panel.

e Click on System Settings again.
e Go to Record Controls Tab. Before sending an audio file via e-mail it is

highly recommended that the file be compressed; otherwise it may take
ten times longer to send the audio file. For Record Compression, select
either “Real Time Compression” or “Post Compression”.

Then click OK.

Registration and License Management

A single license key is used for all installed copies of QS Recorder and QS
Player in your office. You do not need individual license keys for each copy of
the software. You will have one license number for QSR and one for QSP.

17



Please register your software within 30 days of installation; otherwise it will go
into DEMO mode. If the software goes into DEMO Mode, you will only be able to
record for up to 30 seconds.

If you are using Windows 2000, XP or Vista, make sure you are logged in with
Administrator rights; otherwise you may encounter problems with the
registration process below. To check if you have Administrator rights, click Start
= Control Panel = User Accounts on your computer. Your account will
display computer administrator below it if you have Administrator rights.

Registration

To register Quikscribe Recorder do the following within either the Quikscribe
Recorder.

e Select the Help menu.
e Select the Register option.

08 Recorder - Demo

File Edit Markers HgE[s

Duikscribe Recorder Help Fl

Hand Control Training
]—- Reqister

Request Email Support:

About Quikscribe Recorder

1 | Recorder Tutorial
Licence Info

18



e Locate the registration code (with dashes) provided upon purchase for
the Quikscribe Recorder or Player.

e Copy (CTRL-C) and Paste (CTRL-V) this registration code into the space
provided or type the code into the entry panel. The code is not case
sensitive.

o IMPORTANT: Type the user id or PC identification in the User ID panel,
and then select Register. Please enter a unique entry to identify the PC

— this will be helpful for any future support issues such as license transfer
to another PC.

L\\s (SR Web registration -

SR

Registration for QSR version 5.22

Enter you product information:
Licence #: [5-2-50.0409030201 0Fo4. . 1 Enterlicense #

User ID: 1Test F'C| +__ 2. Enter User ID or PC identification

o 3. Select Register” button

Start ‘ Cloge ‘

19



Select Register to confirm the entries:

'\ QSR Web registration

Register product

Click the Register button to complete registration for QSR 5.22

Licence ID 5-z-52-04020- NG

User ID Test PC

Machine 1D 0a041-47475-10007-61B02-00690-57318-7677
Reseller Bruce Hause Digital Technology LLC

Customer Digital Technology LLC

Product Type SR Maint 5.22

Order Code MNIL

Murmber of Seats 5

Murmber installed 0

Licence Storage fixed computer
Issue Date 02 Mow 2006

Register "‘— Select 'Register’ to Confirm

Skart

| Cloze ‘

The following panel will appear confirming the registration for the PC.

o

SR

Fegistration for QSR Maint version 5.22

Product registration valid

Machine 1D
0a041-47475-10007-61B02-00690-5751R-7677

Licence Mumber
S-2-58-04090-304 Quikscribe Recorder

Support Ema” . Licence Registered 5-2-55- GGG
support@auikscrib|  please restart the application

Deregister

Start | Close |

20



At this stage your software should be registered. Check the status of your
registration with these last two steps.

¢ Within Quikscribe select the Help menu.
e Select the menu option 'License Info'. Your license level should be “Full
Quikscribe Recorder License”.

The same QSR or QSP registration code is used for all PCs purchased under
your account, according to the number of licenses purchased.

Deregister and Move License to another Computer

The registration method allows you to easily transfer a license from one PC to
another. You may Deregister the software and move the license to another
computer using the same registration code (without intervention from Digital
Technology).

To deregister, do the following within Quikscribe Recorder.

e Select the Help menu.

e Select the License Info option.

e Click the button [Go Online]

e Print or copy your license number so you can paste it to or enter it in
another computer.

¢ Click the button Deregister|.

e Once more ... Click the button Deregister|

e When you next open Quikscribe Recorder on this computer, demo mode
will be operational which will allow only 30 second dictations.

Your license number is now removed from the computer from which you
deregistered Quikscribe Recorder. You may now install Quikscribe Recorder on
another computer. Follow the registration instructions above to register
Quikscribe Recorder on the other computer.
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Hand Control Microphones

Hand Control Microphones are an integral part of Quikscribe. Choosing the
right microphone for your business and becoming familiar with it are very
important. If you generally dictate at your desk, a USB (non-portable)
microphone may be best for you. If you often dictate away from your desk, a
portable microphone may be a better choice. Base your choice of microphone
on your style, type, and location of work.

Common Hand Control Microphones

Below are the pictures of some common hand control microphones.

ey
: ._‘ -
.

Philips Speech Mikes

b

Voice Input Station Olympus Hand Control Microphones
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PHILIPS

Olympus DS-4000 Philips DPM 9400/9450

Philips Digital Pocket Memo 9600

Hand Control Training

To review or define specific button functions for the Hand Control microphone,
click on Help and then select Hand Control Training. (See below for using the
USB foot switch for recording.) Quikscribe will display a picture of your hand
control microphone. By pressing each button on your hand control, the onscreen
picture will display the function of the button.
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‘' 0S Recorder
File Edit Markers | Help

Cuikscribe Recorder Help Fl
@ Hand Control Training
v

Recorder Tukarial

Licence Info

J‘— Register

Request Email Support

| 44 Log .3

About Quikscribe Recorder

Hand Control Training displays a graphic image of the device you have
connected to the PC. The Quikscribe Recorder automatically recognizes the
device, and shows and tells you the functions of the buttons on the hand control.

Press each button on the hand control, or use your mouse to select the button.
The function of the button will then display and play. Through the tutorial, you
may change the function of programmable buttons according to your personal
preferences.

Hand Control Tutorial

This brief tutorial shows wou how the buttons on the Hand Control work so.
wou can operate the Recorder Software.

Fress each button on your Hand Control, or altematively, use your mouse to
click each button an screen. A display will appear detailing the function of
each button,

Cloze

A drop-down box will display at the top of the function panel for buttons that are
programmable. By clicking on the drop-down box, a list will appear showing all
the available options for assigning the desired function to a programmable
button. An explanation of each function is displayed when it is selected.
Additional options may be displayed at the bottom of the panel, if they apply to
the selected function.

The functions of a portable microphone may vary depending on whether the
microphone is connected or not connected to the USB port of your computer.
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Send File
| Send File -l

Pressing this button allows you to SEND your current audia file for
transcription.

If "Allow Instructions to be Added' is selected in Seftings, wou can selectthe
typist or gueue thatyou want to SEMND wour audio file to, add instructions,
change priority etc.

MNate: If the audio file being sent is very large, an option called "File Splitting"
exists which will automatically chop the file up inta sequentially named
smallet files based on the size you stipulate. Additionally itis possible to set
same audio overlap sothat split sentences can be followed by the typist.

I Send current file then automatically create a new file

Haold far ]—-_ w@ﬁ sec. o send as urgent
Digplay on Startup

.

Cloze

—

Below is a list of programmable (optional) functions.

Hand Control Programmable (Optional) Buttons

Following are the functions that may be assigned to any of the programmable
buttons on the hand control. Some functions have additional features which are
listed below the description of the function.

Beginning of File — move pointer to beginning

Close File — close audio file

Display File Menu — displays file menu

Display Marker Menu — displays marker menu. Please see the section
Markers Menu for information about using markers.

End of File — move pointer to end of file

FforwardAudio — fast forward the audio

Insert Blank Marker

Insert Marker & Add Attachment

Insert Marker & Capture Active or Full Screen
Insert Marker & Capture Active Window
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Insert Marker & Capture Defined Screen Region: allows you to specify a
region of the screen and capture the image as a marker in the IAF. This
is a convenient tool to use for including visual examples with an audio
explanation.

The default is:
v Define Begion on the Fly

If you uncheck this option then you can define the capture region.

Change Capture Region

[~ Define Region on the Fli

Click the button Change Capture Region. The following panel will
display to allow you to define the capture region. You may
now enter the X, Y mouse coordinates and the width and
length of the capture region.

Top left Dimenzions
b jp Width iEI
T o Height: g
Select | Cancel ag

Using markersin Quikscribe is a unique, powerful

Insert Marker & Capture Full feature to include text, images, or other files within

Insert Marker & Paste Clipbo the audio dictation and workflow.
Insert Marker & Paste Image Please see the Markers section for a complete
Insert Marker & Paste Plain T exolanation.

Insert Marker & Paste Rich Text

Last Record Edit — move the pointer to the position of the start of the last
recording edit
New File — create new file

I Play Mew File' notification whenever a new file is created
[ Set focus ta Matter number:

Nil Function — deactivate button on hand control

Play Audio - Plays audio. The default is the checkbox “Hold down to
play” is unchecked, which allows you to press the button to play
audio and to press it again to stop playback. If you check the box
Hold down to play, audio is played when the button is held down
and stops when the button is released.
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Record Audio
W Create a new file i no file is aieady onerd
v Toggle button record mode

Recording Mode — toggle between insert, overwrite, and append modes
Redo Audio — see description of Undo/Redo in the section Undo
Dictation and Redo Dictation .
Rewind Audio

[ Play after releasing rewind
[ Rewind pozitian ta lazgt edit

Send File

[ Send cument file then automatically create a new file
[w Hald far |— ﬁ zec. to zend as urgent

Undo Audio - see description of Undo/Redo in the section Undo

o] o

Dictation and Redo Dictation

Hands-Free Recording Using Foot Switch

The USB Foot Switch provides a hands-free recording capability (which is ideal
for pathologists or other professionals that need to use both hands for other
activities). Rather than using a Hand Control Microphone, you can use the triple
action foot switch in conjunction with a boom microphone or a
Headset/Microphone. As a result, you can Record, Stop, Rewind and Play while
doing other things with your hands.

Below is how the foot switch works.
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NEW
FILE
RECORD
PLAY
REWIND
SEND

If no file is currently open, press button No 2

Hold button No 2 down to Record, release to stop

Hold button No 3 down to Play, release to stop

Hold button No 1 down to Rewind, release to stop

Hold button No 1 down then hold down button No 3 (hot visa versa)
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Set Automatic File Naming

To save time, the Quikscribe Recorder can automatically name each new audio
file created and at the same time, index the file number by one, to ensure that
each new file created is unique. To enable this feature of Quikscribe follow the
steps listed below. (If you prefer to name each file as you record it, please skip
these steps.)

e Open Quikscribe Recorder. Select File=» System Settings = File
Management.
Enter your name or initials for User Name.
Check Enable Auto-Numbering.

e Check Auto-Number Imported Files.

‘Setlings

Fecord Contrals  File Management i Authar's Detail$i

= Autornatic File Maming

User Nare: [Linda ¥ Enable Auta-Humbering

v Auta-Mumber Imparted Files
[ iPrampt for profile on startugé Cument Auto Nurber [0
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Using the Quikscribe Recorder

Main Interface
Open Quikscribe Recorder. You will see the main interface as shown below.

File Edit Markers Help
- . ml
@ |0 |||

|
/

i

Here is the main interface as it appears when recording. The function of each
toolbar icon is labeled and the bar at the bottom of the screen shows the status
of the recording. The file name of the current recording is shown in the top bar
of the screen. Please review the interface. The user interface has been
designed to be relatively simple to use and understand.

Close Settings

Ne Undo

g| File Name

Slider Bar m

Play Controls

Audio | evel

M|« |[»|m]|s]|n

View Markers

#3 |HEEI‘]‘Il:|DING | OVERWRITE |nn:m1:1n |00:00:11

Attachments

State

Mode

Length

Position
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For the detailed function of the icons see the section The User Interface —
Detailed Description.

Record and Send an Audio File

You are now ready to record an audio file.

¢ Click the Create New Audio File Icon. *

o Enter any file details that you wish to add e.g. Subject, Matter No, etc.

o Click Create or press ‘Alt=>» R’ on your keyboard. This will create your
new audio file. Click Cancel or press ‘Alt=»C’ to CANCEL the creation of
the file.

¢ Slide to REC or hold down the REC button on the Quikscribe Hand
Control and speak to record. The microphone is built into the Hand
Control. To stop recording slide to STOP or release the REC button.

¢ Slide to F.RWD or press F.RWD to return to the beginning of the dictation.

e Slide to PLAY or press the PLAY button to hear what you have just
recorded. (If you cannot hear the recording, please refer to the video
demonstration on the installation CD, “How to Configure Windows Audio
Settings”.)

* You may program a button on your hand control microphone to perform this
function.

Now you are ready to send your audio file.

Provided you have set-up Quikscribe correctly, it is very easy to send audio files.
If you encounter problems sending the file, please refer to the section above
“Configuring Quikscribe to Send Files.”

To send an audio file across the network:

Click the Send Audio File Icon. *

Under the “Method Tab” make sure Network is selected.

Select the typist who will transcribe your dictation from the list of Typists.
Select the “Required In” time and “On Completion” naotification.

Click Send.

* You may program a button on your hand control microphone to perform this
function.

To send an audio file by e-mail:

Click the Send Audio File Icon. *

Under the “Method Tab” make sure E-mail is selected.

Select an e-mail address from the list box.

Select the “Required In” time and “On Completion” notification.
Click Send.
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* You may program a button on your hand control microphone to perform this
function.

When the file is sent for transcription, the date and time the file is due to be
completed is added to the filename as a prefix.

Features of the Interface

The user interface title bar shows the current filename open. To access the top
menu functions you can click on menu item or press the ‘Alt’ key then the
desired menu item. For ‘File’ press Alt=>F.

File Edit Markers Help

Status of the Recorder

The status of Quikscribe Recorder is quickly determined by looking at the status
indicator in the top left corner of the user interface. Below are some examples of
the indicator.

@aesrecorcer  1he indicator flashes alternately white, then red while recording.

File Edit Markers
=l

“Tlosrecorder-  The letter | in the top indicates Insert mode; O indicates overwrite
Bie B Hakrs mode, A indicates Append mode.

The possibilities of the indicator are:

¢ Microphone — no file open

e O —file is open in Overwrite mode (recording will overwrite existing
content)

o | —file is open in Insert mode (recording will be inserted between existing
content)

o A —file is open in Append mode (recording will always be appended to
the end of the audio file, no matter where the starting position for
recording is located)

P —file is playing
Backwards arrow — file is rewinding
e Forwards arrow — file is moving forward
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The taskbar icon also flashes alternately red and white while recording.

#| O osRecorder- 20105, | M 7 @ s Recorder - 20105... |

In addition, the Status Bar shows the current status of the file.

"-.#2 STORPFED OVERWRITE | 00:27:56 00:32:3 " Status Bar

From left to right the status bar displays:

Number of attachments

Current recorder status

Recorder edit mode — Insert, Overwrite, or Append
Current file position — hours: minutes: seconds
File length — hours: minutes: seconds

Slider Bar, Play Controls, and Volume Indicator

The slider bar and play controls allow you to control your position in the file, and
the current action of the Recorder.

| Slider Bar

i e v o e Play Controls

The slider may be moved using the mouse from the beginning of the file to the
end of the file and to any position in-between. The action of the play controls
from left to right is:

Beginning of file
Rewind File
Play File

Stop File
Record
Forward File
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e End of File

( The Volume Indicator shows you the record and playback audio levels.

-

Insert Dictation

Now you are ready to change an audio file by inserting dictation.

The Quikscribe Recorder normally records in OVERWRITE mode, like a
traditional tape cassette recorder does. However, the Quikscribe Recorder can
also record in INSERT mode, which means you can insert additional dictation
within your existing recording (e.g. mid-sentence) rather than having to add
dictation at the end of your recording. Append Mode ensures that recording
content is not lost. If you rewind and review the existing recording, then select
‘Record’, the position pointer will move to the end of the existing file and
commence recording at that point. If the same thing were done in ‘Overwrite’
mode, as with a tape system, existing content would be overwritten. You may
also define the default recording mode to be used every time a new file is
created.

There are three ways to change the Recording mode from OVERWRITE mode
to INSERT mode.

e Use the INSERT button on the Hand Control (providing it is configured do
so under the Record Tab under the Settings Icon).

o Press the “Insert” key on your keyboard, which will toggle the record
mode from Overwrite Mode to Insert Mode and visa versa.

¢ Select the Edit menu and then select Insert or Overwrite Mode.

When you change the Recording Mode from OVERWRITE mode to INSERT
mode, the status bar at the bottom of the Quikscribe Recorder will update and
display which mode you are in. In addition, the indicator in the top left corner will
show “O” for OVERWRITE or | for INSERT.

To demonstrate inserting dictation, do the following:

Create a New Audio File by clicking on the Create New Audio File icon.
Record “A -B - C-D - E” in Overwrite Mode.

Rewind to the beginning of the audio file.

Change the Record Mode to INSERT mode by using one of the three
ways above.

Record“1-2-3-4-5"

¢ Rewind to the beginning of the audio file and press or click PLAY.

e Youshould hear“1-2-3-4-5-A-B-C-D-FE"



Detail Panel — File Information and Markers

The Quikscribe Recorder user interface shown below displays the Detail Panel.
In detail view the information entered when a file is created is displayed. In
addition, markers for text or images that are to be imported and included with
your dictation are displayed.

0 0s Recorder - 2010 study 1.iaf M =]
Fle Edit Markers Help
2 (2
CIE IR e
J— To toggle detail view
on and off press the
M| | =]o|[m]|¥M] arrowhead.
'| I In
[t | [FecTve | ]
# |Position_| Creator | Content | Label
1:|0:08550 Rec BHF Image
_ 2|015300 Rec  BMF Image
3023430 R
&:|n27EeD H:E File Type [et) The markers
are shown
here.
2 STOFPED | OVERWRITE |0027.56 |00z d
LA SN ] ) e ] S . .
The Detail Panel shows you the important
| | : | L | = | metadata associated with the file. (The
: : : - | details are grey and cannot be edited).
7 TPacition [ Praster [ Fantant 11 skal
# |Position | Creator | Content [ Label
e The Markers Panel shows current
3023430 Rec markers inserted in the file. Double-click
4:|0:27.56.0 Rec | File Type (t4) the marker number to display the Marker
Settings panel to review and edit as
desired.
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Insert Marker in Recording

Quikscribe can insert referenced material such as text, images, graphics,
Internet links, screen captures, etc. directly into the dictated file. The insertions
are made available to the typist and eliminate the need for the insertions to be
retyped or reconstructed. To do so the Quikscribe Recorder creates and inserts
marker files. As described above, Markers are listed in the detail panel.

The main advantage of marker insertions is to save time. Rather than dictate text
from other documents or web sites or rather than direct the typist with sources
for text, the text can be copied and pasted.

To demonstrate:

e Create a New Audio File by clicking on the Create New Audio File icon.
Record “AB C D E".

e Open an existing Text or Word document and select some text within the
document with your mouse or with keyboard keys.

e Press CTRL C.

e Now press CTRL 7. This is the default Hotkey for the Quikscribe
Recorder to paste a marker. As a result, a Marker File containing the
contents of the text you selected will be created within your audio file.

¢ View the Markers panel to see the Marker that has been added.

o Click the Marker to select it. To view the Marker, double-click it or select
Markers from the top menu and select View Selected Marker.

Attach other Files or Documents

The Quikscribe Recorder can attach other files and documents within the audio
file. These files can then be extracted by the Quikscribe Player.

To demonstrate:

Create a New Audio File by clicking on the Create New Audio File icon.
Record some audio and then stop.

From the menu bar select File and then Add Attachment.

Using the Add Attachment dialogue box, browse your Hard Drive or
Network, select a sample file, and select Open.

At this stage, the file you selected is attached to your current audio file. In the
bottom left hand corner of the Status Bar you should notice #1, signifying that
you have one attachment to the file.

If you want to Remove or Extract any attachments from an audio file, do the
following:

e From the menu bar, select File and then View Attachment.
¢ Select the file you want to Remove or Extract.
e Then select either Remove or Extract.
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The User Interface — Detailed Description

The User Interface of the Quikscribe Recorder provides interaction with the
software controls using the PC display monitor and computer mouse. For
normal dictation, it is not necessary to rely on the User Interface display, as the
hand control microphone (such as Philips SpeechMike or Voice Input Station)
will provide all controls for recording/playback, as well as advanced features
available on the special function buttons (see section
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Hand Control Microphones).

Selecting this icon -- -- will create a new audio file so that you can begin
recording. Below is an image of the panel that will display when you select the
new audio files icon. You may enter subject, Doc Name, matter No., and Doc
Type. You may select the Intelligent Audio File (.iaf) format. The file will be
named automatically if you selected Enable Auto-Numbering in Settings.
Otherwise, you will enter the file name. You may override the file name even if
you have automatic numbering set.

New Audio File

Subject: Dioc Name:
|Gtk Truist |Smith Trust Change
tatter Mo Doc Tepe:
S | |Letter B
!ntelligent Audio File Format Filename:
|Dictation Mode _:J JaneDoe00
[~ Document | I Postfix Filename
f+ Create a new document I Waice Recagrition
(" Edit and track changes :
(" Edit and accept changes Create ‘ Cancel |

You may also assign the New File function to a button on your hand control. To
assign the new file function to a button on your hand control:

e Choose Help, then Hand Control Training.

¢ Press the button on the hand control that you wish to assign the new file
function.

e From the drop-down box choose New File.

e Press Close.

Three options are available for creating new files:

e The 1% option creates a new file and brings up the ‘New Audio File’ box
which allows you to add information, such as subject and matter no., to
the file. To choose this option go to the Recorder Setting icon and
choose the File Management Tab, check ‘Allow data to be entered’,
and click OK. After you send a file, you will need to click the new file icon
to create a new file.
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e The 2" option automatically creates a new file but will not display the
‘New Audio File’ box. To choose this option go to the Recorder Setting
icon and choose the File Management Tab, check ‘Just create a new
audio file’, and click OK. Now after you send a file, Quikscribe will
automatically create a new file. With this option the ‘New Audio File’ box
is not available to add information, such as subject and matter no., to the
file.

o The 3" option automatically creates a new file and displays the ‘New
Audio File’ box. To choose this option select Help, then Hand Control
Training. Press the send file button, then check Send current file then
automatically create a new file, and click close. This option
automatically creates a new file when you send the current file and brings
up the ‘New Audio File’ box which allows you to add information, such as
subject and matter no., to the file.

To save time Quikscribe automatically names the new audio file based on the
“Sender User Name” which is set under the File Management Tab under the
Settings Icon. However, if you want to change the file name, you can do so
before pressing Create.

Open Audio File

The Open Audio File icon allows you to open existing files that are in your draft
or sent directory. Selecting this icon displays the Open Audio dialogue box,
where you may open files from the Draft Files folder or from the Sent Files
folder. Alternatively you can select the Browse button and open any .iaf file on
your system.

You may open a file by double-clicking the file name or by pointing to the file
name and then clicking Open.

By clicking Draft audio directory or Sent audio directory at the bottom left of
the screen, you may quickly view the files in the Draft or Sent folders. The Draft
folder contains all work that has not been to transcription, and the Sent folder
contains all files that have been dictated and sent. The files will remain in the
Sent folder as a backup for the default time period of 14 days. You may change
this to a longer period in System Settings.

An image of the Draft audio directory appears below. As you click on a file
shown in the Draft audio directory, the File Details will appear for the file, and
you will hear an audio preview to help identify the file to open. You may enter
and modify the contents of the following File Details fields: Subject, Matter No,
Doc Type, and Doc Name. Just type your additions or changes to each field,
and then press the Enter key to complete and save your changes. Press the
Tab key to move from one file detail to another; however, the Enter key must be
pressed after adding or modifying a file detail. While you are editing, the text will
appear in blue, and upon completion the text will appear in black.
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File Details:

[ Subject: {Smith Trust
JaneDoe008. iaf
JaneDoe009.iaf hatter Mo: {93
Linda371 iaf
Linda380 iaf Doc Tppe: ILetter
Mame File on Fli.iaf
Doc Mamne: ismith Tzt Change

Audia Duration:

|00 1
Created: |2 Map-2007 141214
|0n11:29

Recarding Time:

[ Date order

(+ Draft audio directary

(™ Master audio directany <E|
(™ Sent audio directory

Browze ] Delete I Open I LCloge |

Now select the Sent audio directory. See an image of the Sent directory
below. Click on each file in the sent directory. In addition to the file details
displayed for a draft file the following details are included: the date and time
sent, the typist destination, the sent filename, and the status. In addition, recall
and status options are available. If you wish to cancel dictation of a file, click
Recall. If you wish to know more details regarding the status of the transcription

and typist, press .
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File Details:

| Subject: {Sriith Trust
JaneDoell 2.iaf :
Janeloel 3.iaf Matter Mo: 199
JaneDoe 4 iaf :
JaneDoell5.iaf Doc Type: | Letter
Linda372.iaf L
Linda3?3.iaf Doc Hame: {Smith Trust Change
Linda37d.iaf -
Linda375.if Audio Duration: 110101
Linda37h.iaf
Linda377.iaf Created: |1 - ay-2007 1

Recarding Time: {0007 25

Sent Recall | [17Juk20
Destination; [Tk

Sent Filename: |_ 17 1728 JaneDoeli] 1af

[ Date order Stats | 9] [in queus: 39%¢
(" Draft audio directony
" Master audio directary @
(+ Sent audio directory

Browze ] Delete I Open I LCloge |

You may also sort the files in either directory by date by checking Date order.

The Master audio directory contains master templates for files created in
Presentation or Education mode (instead of Dictation mode). See the section
Intelligent Audio File Format for descriptions of the various recording modes.

The Draft folder contains all work that has not been to transcription, and the Sent
folder contains all files that have been dictated and sent. The files will remain in
the Sent folder as a backup for the default time period of 14 days. You may
change this to a longer period in System Settings.

As you click on a file shown in the Draft or Sent audio folder, the File Details
will appear for each file, and you will hear an audio preview to help identify the
file to open. File details such as the date and time created and sent, the typist
destination, the duration of the file, and the status are displayed for files. If the
little yellow speaker to the left of the Refresh button is enabled, you can listen
to the audio file before opening it. To disable this function, simply click on the
little yellow speaker to mute the sound.

You may delete a file by pointing to the file name and then clicking Delete. If
you delete a file in Quikscribe Recorder, a copy of the deleted file is placed in the
Windows Recycle Bin, allowing later recovery if necessary. You will receive the
following prompt when you choose to delete a file.
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Are wou sure you wank bo delete

A\ QsFiles\Drafts\Lindas42 iaf

If you attempt to open a file in the sent directory, you will be prompted regarding
opening the file. In addition, recall and status prompts display.

Recall

If you wish to cancel dictation of a file that you just sent or add dictation to the
file, click Recall. The file will be removed from the typist queue and added back
to your draft directory.

If a file cannot be recalled, you will receive the prompt warning you that the file
cannot be recalled.

Table View

You also have the option of a Table View of file in the Draft and Sent folders.
Click View at the top left corner of the Open Audio File to toggle between
Normal and Table views. The image below shows Table view and the image at
the top of this section shows Normal view. Clicking on a column heading will
sort the table by the column heading. For example, by clicking Date and Time
Sent the table will sort by that field.

By selecting Draft files, Sent files, or All Files from the pull down box at the
bottom left of the screen, you can quickly view the files in the Draft or Sent
folders. You may also select All Files from the pull-down box to view both draft
and sent files. Alternatively, you can select the Browse button and open any .iaf
file on your system. Clicking the Comments / History button will display a
history of the time spent by the typist(s) working on the file.

You may open a file by double-clicking the file name or by pointing to the file

name and then clicking Open. Use the down arrow ¢ to move among files in
the table.
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Filename | Matter | Subject| Doc. Type | Doc. Mame| Duration | % Statuz M | A | Dateand Time Sent | Active File Location -
JaneDoe001 93| Smith Ti| Letter Sroith Trust| 00:00:11 | 99 | In progress: 99% complete | 19 | 0 | 17-Jul-2007 13.28:55 E:\QsFiIes\Typists\Joe\D?D?j
Marne File on 111| Sample | Memo Sarmple Mai| 00:00:00 | O Ciraft 110 C:MIsFileshDrafts\M ame File
Linda3?7 iaf zend az 00:00:02 | 100 Complete 0 | 0 [02Jul-2007 12:40:51 | C:AQsFileshT wpistsh) oeh\ 0707
JaneDoel08 | Yoice fi| Real Tir| Agreement | Test 000154 | O Diraft oo C:M\IsFiles\Drafts’ aneDosl
Linda3?3.iaf ooooiz| o In queue: 0% complete 0 | 0 [26-Jun-2007 14:39:36 | C:\QsFileshT ypists') oeh\070E
JaneDoe004 993| TEST | Letter Crawford | 00:00:14 | 0 Draft o|n C:\QsFilesh\Draftsh) aneDoel
Linda3?5.iaf 00:01:28 | 57 | Inprogress: 57% complete | O | 0 | 28-Jun-2007 11:22:48 | C:\DsFileshT vpists'\Joeh070E
Linda37E.iaf ooot:04 | 0 In queue: 0% complete 0 | 0 [28-Jun-2007 11:25:40 | C:\QsFilesh T ypists') oeh\000E
Linda374.iaf 000035 | 100 Complete 0 | 0 [28-Jun-2007 11:16:59 | C:AQsFileshT ypists') oeh\070E
JaneDoel15 test ems 000204 | 0 |dcomplete, Statuz unavail] 0 | 0 | 21-Jun-2007 14:21:56 | lindat@quikscribe. com' anel
Linda380.iaf 00:00:05 | 0 Draft o|n C:A\QsFilesh\Drafts\Linda380.i
JaneDoe003 | rewind | Real tim 00:04:07 | 0 Draft o|n C:\QsFilesh\Drafts’) aneDoel
JaneDoel11 test 0oo00e | 0 In queue: 0% complete 0 | 0 [19Jun-2007 122314 | C:AQsFileshT ypistsh) oeh\070E
JaneDoel12 test 000005 | 100 Complete 0| 0 [19Jun-2007 12:23:51 | C:AQsFileshTypistsh) ane\D?Ej
El »

I Display Locked Files | All Files Lj ® Comments / History]l Refresh ‘ Browse ‘ Delete ‘ Open I Lloze
2 | |
Undo Dictation and Redo Dictation

The Undo Dictation and Redo Dictation icons are designed to SAVE TIME. This
feature is useful if your dictation recording style utilizes frequent starts and stops.
That is, for each time you press the Record button, and then stop recording,
Quikscribe considers this passage as an “audio edit”. You may UNDO each
audio edit, as Quikscribe recognizes the section from the last “stop recording” to
the previous “start recording”. Never again will you have to waste time rewinding
and finding your position within an audio file to overwrite a mistake. Simply
press Undo and start recording again.

With the Quikscribe Recorder, you can instantly remove any mistakes when
dictating by simply pressing the UNDO button (eliminates the need to rewind and
find the position to re-record over a mistake). The REDO button provides the
opposite function and recalls previously recorded sections. So if you made a
mistake and pressed UNDO to wipe it, but then changed your mind, you could
instantly recall the ‘wiped out’ passage by pressing REDO.

To practice undo and redo, do the following:

Create a New Audio File.

RECORD “One” then STOP.

RECORD “Two” then STOP.

RECORD “Three” then STOP.

RECORD “Four” then STOP.

RECORD “Five” then STOP.

Now press the UNDO button on the Hand Control twice.
Now REWIND to the beginning of the audio file and press PLAY.
You should hear “One - Two - Three”.

Now press the REDO button twice and then press PLAY.
You should hear “Four - Five”.
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You may assign the Undo and Redo functions to buttons on the Hand Control,
allowing you to quickly record and edit in real time. As a result, dictation has
never been easier. Use the Hand Control Training to program the Undo function
to the desired button on your hand control microphone. (Go to Help, then Hand
Control Training).

Close Audio File @

The Close Audio File icon allows you to close the current audio file. When you
select the Close Audio File icon, Quikscribe automatically saves all the material
within your audio file, i.e. current Markers, Text Attachments, Screen Shots and
your file position. Your file is saved in the Drafts folder and will be available for
you to open by pressing the Open Audio File icon.

Quikscribe does not have a SAVE button, because Quikscribe continually saves
your file. This means that every time you record or make an edit, Quikscribe
automatically saves. If power is lost to your PC at any time, you will not lose
anything. Just open the file from your Draft folder the next time you start
Quikscribe Recorder.

[ ]
Send Audio File gﬁ

The Send File Icon allows you to send your audio file either by the Network,
FTP, or via E-mail. You can send either in .iaf or .wav format. You may choose
either format in the File Management Tab under the Settings Icon. You may
also select .wav format in the Send Audio File panel. Only the Quikscribe
Recorder and Quikscribe Player can open an .iaf file. If you wish to create or
send audio files to someone that does not have Quikscribe, you will want to send
a standard .wav file. A .wav file will contain only audio; attachments will not be
included as in an .iaf file.

When you press the Send File Icon, a ‘Send To’ dialogue box will appear. Here
you can select the method (Network, FTP, or E-mail) and recipient. The ‘Send
To’ panel provides the mechanism to enter the destination identification for any
and all of the ‘file send’ methods of Network, FTP, and Email. Edit Path allows
you to define the destination for each method.

For example, if you are sending files to a shared folder on your network file
server and wish to add a path to send files do the following:

Click the Send Audio File icon.

Select the Network method.

Click Edit Path.

Double-click the destination folder under Site Location that you wish to
add.

Click Add to include the destination under Current Sites.

e Click OK.



e The new destination folder will now be shown in the top box of the Send
to dialogue box and the names of the typists will appear in the bottom
box.

The destination you added will appear in the Network as the directory
Typists does below. The subfolders, which will generally be the names of
the transcriptionists, will display in the box with the heading Typist. When
you send a file to a typist, the typist name appears at the top of the
dialogue box. In the box below the dictation is being sent to Sally, so the
top of the box shows: Send to C:\QsFiles\Typists\Sally. When you
send a file you may choose from the destination folders in the top box and
from the typists in the bottom box.

R Instructions:
Edit Fath | |
etk L8 ;l Requiredin:.  On completion:
|4|"IIS LJ |N0 natification L.:
‘ [~ Printout [ &rchive audio E}
| Send az wave
Comments £ Kewwords: | Encrypt
| Typists J|
| [current directony]
Jane
Joe
‘ Optionz I Send I Cancel |

Note: To send files through a network, shared folders need to be properly
set-up and configured. You and your typist(s) will access these folders.
See the section Create Shared Folders on Network Drive, which
describes setup of your Primary SEND destination location and
associated sub-folders. To add Typists’ names in the Typists section in
the Send To box, please refer to the instructions listed under the section
Add or Delete Typists.

If you are sending files to an FTP site, select FTP as the method, then select
Edit Path to enter the logon parameters for the FTP site. FTP Target Directories
Are Set Intuitively. You can easily browse to define the exact folder on the FTP
file server.
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Connection Mame: | ftp. digitaldictation, us :J

FTP Server Mame: | ftpodigitaldictation. uz

Lser Name: lLzer_name_goes_herel
s [
Initial R emote Diir; test ?.]

Ping | Test | Bemwe| Save Lloge

If you are sending files to an email address and wish to add an email address,
do the following:

Click the Send Audio File icon.

Select the E-mail method.

Click Edit Path.

Type the New e-mail address that you wish to add.

Click OK.

The e-mail address will now be shown in the box under E-mail of the
Send to dialogue box.

The e-mail address you added will be shown in the box under e-mail as the e-
mail addresses show below. When you send a file to an email address, the
address appears at the top of the dialogue box. In the box below the dictation is
being sent to Jack, so the top of the box shows: Send to
jack@quikscribe.com. When you send a file you may choose from the e-mail
addresses displayed.

Send as wave provides the option to send the recorded audio file in universal
.wav format instead of .iaf (Intelligent Audio File) format. The advantage with

this feature is to be able to send an audio file (or audio email message) to an

outside recipient who does not have the Quikscribe software installed.
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Method | File Detais |

| Inzstiuct Z

[Emal  w| EdtPah || ot _

= ———— | Required in: On completion:

| sally@quikscribe. com [4his =] |Monotfication =}

jane@aquikscrbe. cam [~ Printout [ Archive sudio B}
| Send az wave
Comments £ Kewwords: | Encrypt
Optionz I Send Cancel

Note: To send a file through email your email address must be entered in
Author’s Detail in system settings. In addition, compression of the file is
recommended.

If you have a single typist that you send all your dictation to and you do not wish
to provide additional instructions before sending your audio file for transcription,
you can speed up the process by eliminating the ‘Send To’ dialogue box. To
disable the dialogue box click on the Recorder Settings Icon, select File
Management tab and then select the option ‘Just send the current audio file’
from the Send Audio Icon option.

When you send a file, you can also include the following instructions:

Turn around time (priority)

Notification required (e-mail or phone) upon completion

Request for a print out of your document

“Archive audio” tags so the audio portion of the file is saved in the Archive
folder as a .wav file for future reference

e Additional Comments / Keywords

See below for further description of these instructions.
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Required in: Select turnaround time from
dropdown box. ‘Urgent’ isat top of list.
Mathod l Fil Detais | On completion: Request phone or email
I = confirmation upon completion, including return
o T : ~ Instruchions: . .
Netwok  »| EdtPath | e , document via email.
— —— | fequredin_ On completion: : Print out: Request for your document to be printed.
‘s =] [Morotiicalion  ~| Archiveaudio: Store.wav file copy of audiofile.
‘ [~ Printowt T Aechive audio H Comments/Keywords: include additional notes or
[ Send as wave instructions.
Commerts / Keywords: T Encrypt Send asWave: Send as.wav fileinstead of .iaf file.
| Typists Encrypt: Encrypt filefor security. See Options
below.
File Details: add or modify the Subject, Matter No,

| [current directar
Jog Doc Type etc.

Sally Options: Split file and/or add password. See below.
Optiohz | Send ‘ Cancel |

“Send To” Dialog Box

The instructions for the date and time when a completed document is due may
be selected from the Required In feature in the Send to panel. The options are:

Urgent 3 hrs
Today (by 5 P.M.) 4 hrs
Tomorrow (by 5 P.M.) 5 hrs
15 min 6 hrs
30 min 7 hrs
45 min 8 hrs
1hr 12 hrs
2 hrs 24 hrs
3 hrs 48 hrs

(Note: the default settings may be saved by clicking the icon).

The instructions for notification On Completion of the document prepared from
the dictation include the following options:

¢ No Notification

e Call Author — The typist is prompted to call the author upon completion of
the document.

e Call Secretary — The typist is prompted to call the author’s secretary
upon completion of the document.

e Email Author — Quikscribe Player prepares an email to send to the
author and the typist is prompted to attach or link the document upon
completion of the document. For this option the author’'s email address
must be entered in Settings>Author’s Details.

e Email Secretary — Quikscribe Recorder sends an email to the author’s
secretary to expect transcription notification when the author sends the
dictation for transcription. Quikscribe Player prepares an email to send to
the author’s secretary and the typist is prompted to attach or link the
document upon completion of the document. For this option the author
and secretary’s email addresses must be entered in Settings>Author’s
Details.
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Quikscribe Recorder provides Options to split the audio file into smaller
segments. This is most useful when using the Email method, in order to get past
the file attachment size limitations of many Internet Service Providers. To use
this feature with email do the following:

Click Options in the Send to dialogue box. The box that appears is
displayed below.

Select “When sent via E-mail”.

Select the desired time increment under Split Audio Method. 15 minutes
should be appropriate for most dictation.

Enter an automatic Audio Overlap time of 5 seconds or more to assist
with collating the audio files during transcription. The overlap will repeat
the end of the previous split audio file.

Generally Express Send will be unchecked. Express Send will send the
file without placing a backup copy in the Sent folder and is NOT
RECOMMENDED to use. This feature exists at the request of some
users who prefer speed to insurance of the backup copy.

Click Save.

. Send Audio Options

Split Audio File
(!

¥ twhen sent via E-mail
I when sent via FTP

Split Audio Method

 |foreaterthan | 15 :' Mins

Audio Overlap

|5 Seconds Overlap

[ Espress Send

SetKey | Save | Lancel |

To enable encryption:

Click the Set Key button in the Send Audio Options box. The Set
Encryption Passphrase box appears. See the box below.

Enter and confirm a Passphrase (or password) that will be used by both
the QS Recorder and QS Player. The passphrase should be the same on
all copies of the QS Recorder and QS Player for the entire organization.
Click OK.

Click Save on the Send Audio Options box.

Now create a test file and send it with encryption enabled.
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@ Set Encryption Passphrase

Pleaze Enter Your Encryption Passphrase below. This
passphraze must be the zame for both the sender and
receiver far file enciyption to wark:

Passphrase; |"’“"

Confirm Passphrasze: i"’“"

Statuz:  Passphrazes Ok

Cancel |

¢ You will now have the option to encrypt a file when you send it by
checking Encrypt in the Send to dialogue box. The test file you created

and sent will not be encrypted but future files sent may be encrypted by
checking Encrypt in the Send to box.

50



i

Settings Icon

The Recorder Settings icon allows you to configure the Quikscribe Recorder.
When you click on the Settings icon you will see five tabs:

Record Controls
File Management
Author’s Details
Voice Recognition
Hot Keys

Hot Keys]

Record Controls ] File Management] Author's Detailsl Yoice Hecngnitioni

You may also access the recorder settings by choosing File and then System
Settings.

Hand Control Training

The button for Hand Control Training is available at the bottom left of each tab.
Ifs

Hand Cantral Traimimg

Factory Reset

The button for Factory Reset is available at the bottom left of each tab. This
button enables settings to be completely reset. If factory reset is selected, paths
will need to be reset and file storage locations may change. Other settings will
also be lost. This button should, therefore, be used with caution.

Factory Reset

Information about the settings within each tab follows.
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Record Controls

The Record Controls tab lets you set the recording mode and features for the
Quikscribe Recorder.

Hot Ke_l,Js]
Record Controls ] File Management] Author's Details [ Woice Flec:ngnilion]
Record Quality i~ Record Compression
|Medium Quality - 11K Hz L.l |F'|:|st Compresszion ﬂ Eal]
Inteligent Audio File Farmat —Hand Cantral - Seek Speed
i_lf)ic:tation Mode Ll =1
—Hand Contral - Comm Part — Recording Time Available-
| Bt Detect LI Save File Path: | 93535559
Advanced Record Options Record Maode Optionz
I Noice Activation Threshold | Default Record Mode
v Pre-emption oz j:]l | Dverwie =z
I Provide gudible Feedback I Store Fecord Maode in file
Audio Devices
Record Device Flapback Device
iW’indnws Default hd iW’indnws Drefault _vdl

Houzekeeping & Dictation Management Options

W Sutomatically delete audio files in Sent File Path alder than IT daps
I Prampt an startup if draft audio fles exist in draft audio directarg

I Prampt far instructions if an audia file iz already open H

Canicel |

Hahd Contral TrainingJ: Facton Resat

Record Quality

Record Quality sets the sample rate required for recording. The Quikscribe
Recorder can record at five different sample rates: 4 kHz, 8 kHz, 11 kHz, 22
kHz, and 44 kHz. A high sample rate produces better audio quality but a larger
audio file. A low sample rate produces lower audio quality but a smaller audio
file. Medium quality of 11 kHz provides good quality for most recording and
produces a moderate sized audio file.

If recording files are sent over the Internet, record quality of 8 kHz or 11 kHz is
recommended to keep file size to a minimum and Real-Time Compression or
Post Compression is recommended.

Record Compression
The Quikscribe Recorder provides three options for record compression.
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Real Time Compression — As you record, Quikscribe is compressing the audio
file on the fly and saving the data to disk. This is the preferred option as the files
are much smaller and when sent for transcription, are already compressed. The
Cal button next to the compression drop-down box will calibrate the sound card
for real time compression. Calibration is necessary only if a clicking noise
becomes evident when recording.

Post Compression — Quikscribe saves the file in a non-compressed format
within the .iaf file. When the file is sent for transcription, Quikscribe then
compresses the audio file.

No Compression - Quikscribe saves the file in a non-compressed format within
the .iaf file.

Real-time compression is the best mode to record in, as the resultant audio files
are very small and there is no delay when you press Send because the audio file
is already compressed. The only downside is that your PC must have the
processing power and memory resources to perform real-time compression. If
you are using an old PC, you may have problems, in which case you will need to
use Post Compression. Or if you like, you can choose no compression. The table
below illustrates the size of the uncompressed and the compressed files based
the on the sample rate or record quality.

Sample Rate Uncompressed

Compressed
4 kHz 480 kBytes/Min 49 kBytes/Min
8 kHz 960 kBytes/Min 98 kBytes/Min
11 kHz 1.32 Meg/Min 135
kBytes/Min
22 kHz 2.64 Meg/Min 270
kBytes/Min
44 kHz 5.28 Meg/Min 540
kBytes/Min

Intelligent Audio File Format

This feature sets the recording format. Dictation Mode is the default format. A
description of each mode follows.

Intelligent Audio File Farmat

|Dictati0n Mode j

| ode
Tranzcription Training Mode
Computer Bazed Training Mode
Prezentation Mode

Interview Recording Mode

¢ Dictation Mode — Used for standard dictation. This is the default
recording mode. To record, the RECORD button on the Quikscribe Hand
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Control is held down. To stop recording the RECORD button is released.
To record more audio, the RECORD button is pressed down again and
released once again to stop. When the file is sent for transcription, the
date and time the file is due to be completed is added to the filename as a
prefix. Every time the RECORD button is held down and then released to
stop, an audio edit is allowed. This means the Undo and Redo feature
may be employed to remove or replace audio dictation.

Transcription Training Mode — This mode is identical to the above
Dictation Mode, except when the audio file is finished and sent for
transcription, an internal flag is written within the file, preventing the file
from being deleted once it is completed within the Quikscribe Player. This
allows a trainer or teacher to create training content or lessons that will
not be accidentally deleted after completed by students. No date or time is
present at the beginning of the file.

Computer Based Training (CBT) Mode — Used for developing CBT
audio/visual presentations (see CBT development manual). From a
recording perspective, this mode is identical to the above Dictation Mode.
The major difference being when the audio is played in the Quikscribe
Player, any captured screen shots (BMP) or embedded images (PNG,
JPEG, WMF) within the audio file are visually displayed within a separate
window. This makes it is possible to record and create web-ready CBT
content seamlessly behind any windows based application.

Presentation Mode — Used for developing audio/visual presentations
with MS-PowerPoint. This mode is very similar to the CBT above.
However, rather than displaying images within a separate Window when
played within the Quikscribe Player, images are displayed full screen.
This mode is ideal for making dramatic audio/visual presentations.

Images can accurately and easily synchronize with audio since Quikscribe
very efficiently supports graphics.

Interview Recording Mode — Used for tamper-proof recording. A time
and date stamp is kept of the recording session. To record, the RECORD
button on the Quikscribe Hand Control is pressed once to start recording.
To stop recording, the RECORD button is pressed again. The major
difference with this recording mode and all the other recording modes is
that audio can never be edited. Overwrite, Insert, Undo or Redo audio
edits are not available in this mode. At any time the recording may be
stopped, rewound, and played. However, when the RECORD button is
pressed again, the Quikscribe Recorder automatically jumps to the end of
the audio file and appends the additional audio as a separate track within
the same file. Each time recording is started or stopped, a special
Interview Marker that cannot be deleted or modified is inserted in the
audio file, detailing the date and time when the audio started or stopped.
Also, in this mode, all new audio files are automatically named with the
current date and time. Lastly, in this mode both the Import Audio and
Export Audio feature are disabled, ensuring that the original audio file can
never be modified or changed by anyone. When the audio file is played in
Quikscribe Player, rather than displaying the percentage (%) completed in
the task bar when being transcribed, the actual time (HH:MM:SS) when

54



the file was recorded is displayed. Additionally, whenever the Quikscribe
Player encounters an Interview Marker in the file, the typist is notified with
an audio prompt and the current date and time from the Interview Marker
can be instantly pasted into the current document. The audio file cannot
be altered during or after recording and is protected from setting back of
the computer system time.

Hand Control - Comm Port

The Quikscribe Recorder uses a hand control microphone to record and edit
audio files. In order for the Hand Control to work, it must be connected to a
working USB or Comm Port (Serial Port), depending on the device.

Hand Caontral - Carnrn Port

|USB Auto Detect j

The default setting for the Hand Control is USB Auto-Detect. For example, if
you have the Philips SpeechMike or Digital Pocket Memo you should set the
Comm Port setting to USB Auto-Detect. If you wish, though, you can specify a
specific Comm Port from the drop-down box. If you do change this setting, you
will need to close the Quikscribe Recorder and open it up again in order for the
Quikscribe Recorder to re-initialize the Comm Port.

Hand Control - Seek Speed

The Seek Speed determines the Rewind and Fast Forward speed for the
Quikscribe Hand Control. This value is measured in seconds and determines
how fast the fast-forward and rewind controls move through the dictation file.
The default value is 2. The speed and may be set between 1 (slowest) and 100
(fastest).

Hand Contral - Seek Speed

¥

Recording Time Available

This displays the current available recording time on your Hard Drive. The
Recording Time Available value is in HH:MM:SS. Changing either ‘Record
Quality’ (Sample Rate) or the ‘Record Compression’ settings will directly affect
the recording time available

With modern hard disk drives, space is not really an issue, so this value will
usually be 999:59:59 and it generally means that you have more time than that
available.
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Recarding Time Available

Save File Path: 993:73:59

Advanced Record Options

Three options are available in Advanced Record Options as you can see below.

Advanced Recard Options

[ Woice Activation
l_ i |
=

[ Provide Audible Feedback

Voice Activation
This option can only be activated when no file is open.

As the name suggests, the input sound level will control this recording.

To use voice activation and to calibrate the sound trigger level, do the following.

Close any open audio files

Select Voice Activation.

Click the ‘Threshold’ button. A dialogue box will appear to calibrate the
level at which recording will be activated.

The ‘Current Ambient Noise’ is a value that represents the background
noise picked up by the microphone. The activation level must be set
above this value otherwise the Recorder will be constantly recording.
‘Simulated Record State’ shows the level the recorder would normally be
recording. BUFFERING means that the software is sampling the
microphone input levels but is not recording. RECORDING means that
the level is higher than the value in the ‘Set Trigger Level’ box below it,
and input volume will be sufficient for recording dictation.

Set Trigger Level (Peak). Talk into the microphone at the level you
would normally speak. Do not speak louder than you normally would.
Adjust the Trigger Level until the ‘Simulated Record State’ shows
‘RECORDING’ when you speak, and ‘BUFFERING’ when you are silent.

& Voice Activation Settings

Audio Levels
Current Ambient Moise [Peak] r?i

Threshold Settings

Simulated Record State ,ED'T:Eﬁ:gpré_ for Voice Activation

Set Trigger Level [Peak] [20% $

Save J
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Now open or create a new file. Operating the record button will now activate the
software to record, but only when the input sound level is above the trigger
threshold set in the steps above.

Note: For hand control microphones that use buttons for record/playback instead
of the slide switch, the best way to use this option is to set the record button to
‘Press the Record button and DON'T hold down while recording’. The
button can then be used to activate recording mode with the sound level
activating actual recording. If the button were in the mode ‘Press the Record
button and HOLD down while recording’, the button would have to be held
while speaking above the trigger level to activate recording.

Pre-emption
This option is only available while voice activation is disabled.

This option allows the software to record audio prior to activation by the record
button. Itis for use by people who speak before they have hit the record button.
If your typist reports that the beginnings of your sentences are clipped, you
should experiment with this option. The value is in seconds and is the amount of
audio that will be recorded prior to hitting the record button.

This option is best explained by example.

e Set the value to 2.0

o Create a new file.

e Start to count and slide to record or press the record button at three while
counting through to five.

¢ Stop recording and rewind to the beginning
Play the file

¢ You should find that the ‘1’ and ‘2’ have also been recorded.

Provide Audible Feedback
This activates a small click sound when the recording button is pressed.

This sound is ‘click.wav’ and is found in the Program
Files/Quikscribe/Quikscribe Recorder directory.

You may change the sound if you wish, but recording will not commence until the
sound has stopped, so too long an audible warning may create unwanted delays
at the start of recording.

Record Mode Options

You may set the default record mode to Overwrite, Insert, or Append. The audio
file is in the default mode unless the mode is changed during recording. The
mode will revert to the default mode upon closing and re-opening the file. The
modes are as follows:

e Overwrite — recording will overwrite existing content

¢ Insert — recording will be inserted between existing content

e Append — recording will always be appended to the end of the audio file,
no matter where the starting position for recording is located
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Record Mode Options
Default Record Mode

|Dvelw1ite ﬂ

[~ Store Record Mode in file

If Store Record Mode in file is checked, Quikscribe Recorder remembers the
last record mode option chosen before a file is closed. When the file is
reopened, the record mode is in the same mode as when the file was closed.

Audio Devices

You may select the Record Device or hand control that you wish to use for
recording from various devices that are installed in your computer.

Audia Devices
Fecord Device

Windows Default j
“wind T
DPM 3 AudioContral

SigmaT el Audia
Speechidikell

In addition, you may select the Playback Device or hand control that you wish to
use for playing your recordings from various devices that are installed in your
computer.

Playback Device

SigrmaT el Audia
Speechiikell
DPFM 3 AudicControl

You may choose a different device than your computer’s sound system to

playback recordings created in Quikscribe Recorder. If you choose to playback
dictation through your hand control, other audio may still be played through your
computer speakers if your Windows default is to your computer’s sound system.
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Housekeeping & Dictation Management Options

Quikscribe has options to assist with file cleanup and maintenance. Below are
the options available for file housekeeping and management.

Houzekeeping & Dictation Management Optiong
[v Automatically delete audio files in Sent File Path older thare 14 days

[w Prompt on startup if draft audio files esizt in draft audio directom
[v Prompt for ingtructions if an audio file is alieady open

Automatically delete files in Sent File Path older than __ days

Once dictation has been recorded and sent for transcription there is no need to
keep the audio file indefinitely on the Quikscribe Recorder because it is purely a
means to an end (i.e. to create a printed document). However rather than
automatically delete the audio file, Quikscribe stores the file for a fixed period of
time. The original file is retained for 14 days (default), in case the audio file that
was sent via the network or via e-mail is lost, misplaced or corrupted, so then
another copy can be sent.

Prompt on startup if draft audio files exist in draft audio directory

Draft Files

1 M.B. There are. 6 draft audio files currently in your Ea:h tl_me yOU start QS Recorder, a pOp-LIp panel WI” appear .
\\) draft directary waiting ko be completed or to be sent prOVIdI ng notification that there are unfinished dictation filesin

your Draft folder that still need to be sent.

Prompt for instructions if an audio file is already open

[ BH169.iaf

Wwéhat would you like to do with the current audia file? If you try to creste anew file, apop-up panel will alert you

that you already have a dictation file open. You will be

+ Continue recording with the current file prompted to select the desired option to continue. Y ou may
- continue recording the current file

- send the current file to be transcribed

Cloze the curent audio file and create a new file _ close the current file and create a new file

- (or Cancel)
Ok Cancel

~ Send the current audio file for transcription

File Management

The File Management tab lets you set various file management features.
Please see information on file storage locations below if your locations differ
from the pattern shown in the following image.

59



<

Hot Keys]

Record Controle  File Management | Authar's Details | Waice Hecngnition]

Automatic File Maming

Llzer Hame: iLinda Current Autao Muriber 12
I Prompt for profile on gtartup v Enable Auto-Mumbering
I Set focus to 'Matter number' v Auto-Mumber Imported Files
I Play 'Mew File' notification v Play File Sent
i Mew Audio Options Send Audio lzon

bt ala e o iied s+ Allow instructions to be added

" Just f dio fil X e
HEL GRS A new autio His " Just send the cunent audio file

Enter a location for your Quikscribe files to be managed

Warking Directany: | ST AES My D B e ise E]l
Profile: File | \DonUrents and SetingsyLINDAWEDplinalio E}
Import Path | Ei
Feports Fath | uge 2
Management Fath i —E:

- Start Up 1 Send Audio File Az

i".iaf [Intefligent Audia File) ﬁvJ L

Hahd Contral Training J: Facton Resat (] 4 | Cancel |

The File Management Tab lets you set up and configure the following:

Automatic File Naming

To save time, the Quikscribe Recorder can automatically name each new audio
file created and at the same time, index the file number by one, to ensure that
each new file created is unique (e.g. BHO01, BH002, etc).

e User Name: Itis suggested that you use your name or initials but it is not
mandatory. For example you may choose to name the files by department
or section where you work.

e Current Auto Number: This shows you the current auto-number. You
can change this number at any time. If you set the auto-number such that
the file it will create has the same name as a file existing in your Drafts or
Sent directories, the system will automatically choose the next number
higher than that file. For example if you already had ‘John025’ in your
Drafts directory and you reset auto-number to 1, the Recorder will create
‘John001’ through to ‘John024’, then it will detect the existing ‘John025’
and so create ‘John026’ instead.
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Note: Sent files are automatically deleted after a user defined period
(See Record Controls — Housekeeping and Dictation Management
Options)

e Enable Auto Numbering: With this checkbox set, the Recorder will
automatically number each of your files incrementally. Examples of the
resultant file are: ‘John001’, ‘John002’ or ‘JFS-001’, ‘JFS-002’. The auto-
filename can be changed before it is sent. (see Icons — Sent)

e Auto-Number Imported Files: With this checkbox set, the Recorder will
automatically name and number each of your files imported from portable
digital recorders.

o Play ‘New File’ notification: If checked, the words “New File” play
when you create a new audio file.

e Play file sent: If checked, the words “File Sent” play when you send an
audio file.

New Audio Icon

The New Audio Icon supports two modes as seen below:

Mew Audio lcon
(s Allow data to be entered

™ Just create a new audio file

Allow data to be entered - If this option is selected, Quikscribe will
automatically load the New Audio File dialogue box, which allows you to add
additional data, e.g. Subject, Matter No, Doc Type etc.

Just create a new audio file - If this option is selected, Quikscribe will
automatically create a new audio file without giving you the option to add any
additional data such as Subject, Matter No, Doc Type etc. Providing you have
‘Allow instructions to be added’ selected under the ‘Send Audio’ Icon (explained
below) you can add Subject, Matter No, Doc Type etc before sending your audio
file.

IMPORTANT: If you choose ‘Just create a new audio file’, the data entry
dialogue box ‘New Audio File’ will NOT be displayed. This is significant for
business environments that do not want to capture extra information about the
dictation file, and want to minimize the steps in the dictation process. When a
new file is created, the entry box is not displayed, and the Quikscribe Recorder is
ready to record dictation immediately.

Send Audio Icon
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The Send Audio Icon supports two modes as seen below:

Send Audio [con

t+ Wllow instructions to be added

" Juzt gend the curent audio file

Allow instructions to be added - Quikscribe will load the following ‘Send To’
dialogue box.

(m'Send 1o C:\GsFiles TypiststSally
Method l File Dratail ]

- Ingtructions: -
- Edit Path | |
rmg_j g Required in:

On completion:

]4 hrs L] IND riatification L]
[ Printout | Archive audio _EJ

|~ Send as wave
Comments ¢ Kepwaords: [~ Encrypt

| Typists
[current directary]
Jane
Joe

Options S e Cloze

You may then select the File Details tab to which allows you to provide
instructions with your audio file. See the image of the File Details tab below:

r Send’ to C:VOsFiles¥ypistsisally

Methad
Subject: Do Mame:
Matter Mo: Do Type:
i~ Document 1 Filename:
" Create a new document 1’ imda2a6. at
(" Edit and track changes [ Use Yaice Recagrition
(+ Edit and accept changes
- Send I Canicel I

Just send the current audio file - Use this mode if you DO NOT want to add
additional instructions when you send an audio file and you ALWAYS send your
audio files to the same location with the same preferences. Before selecting this

62



option, send one file with “Allow instructions to be added” selected. After
sending the file, change your selection to “Just send the current audio file”.
Quikscribe will now automatically send your audio files to the typist via the mode
(Network or E-mail) you just used in sending the file. If you later need to send
files to a different typist, you wound need to repeat this process.

File Storage Locations

Below are the directory paths for the Recorder. Image 1 shows the paths as
they as set up with the current version of Quikscribe Recorder if no prior
Quikscribe Recorder profile resides on the computer. Image 2 shows how the
paths were established with prior versions of Quikscribe Recorder or with a prior
version updated to the current version. When updating, the profile of a prior
version remains and Quikscribe uses the same file storage locations to maintain
continuity.

Image 1: File storage locations if current version of Quikscribe Recorder and no
prior Quikscribe Recorder profile on computer

Enter a location for your Quikscrbe files to be managed

working Directony: | (o

Profile File | e
Impart Path | =3
Fieparts Path | |

t anagement Path | |

Image 2: File storage locations if prior version of Quikscribe Recorder or current
version with prior Quikscribe Recorder profile on computer

Ernter a location for your Guik scribe files to be managed

Wwiarking Directony: |

Prafile Fils |

Import Path |

Feparts Path |

i anagement Path |

e|2|2|e|@

Under most circumstances, use the default settings from the initial
installation.
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Working Directory — Location where the Recorder creates its working
subdirectories. These directories are best left on your computer’s hard disk drive
performance. The working directory is the default location where all .iaf files are
created and managed. Within the working directory (not shown) is a ‘Sent’
directory acting as a backup. If this directory is ever deleted or renamed,
Quikscribe will automatically create a new ‘Sent’ directory.

Note: Although you can change the QsFiles directory under the File
Management tab, it is highly recommended that it be left as a local
directory on your computer. Because writing audio data is a very time
sensitive procedure, latencies common to most networks can cause gaps
in the recorded audio file.

Profile File — Shows path and name of current profile. The default profile file is
‘recorder.pfl’, which contains all personal settings for the system settings and
also hand control settings.

Import Path — Folder where files imported from an external source will be
placed. Quikscribe will periodically scan this folder and import files into the draft
folder.

Reports Path — For every file sent, the Recorder will write a small text file
containing the metadata for the file such as Author, Date Sent, and Method Sent
etc.

In addition to the above specifications for file/folder locations, the
Quikscribe Recorder also creates and uses the following folders for
data files. These folders are contained under c:\QSFiles:

Drafts —The working directory for dictation files for storage of files in
progress. The Quikscribe Recorder creates the recording file in the
QskFiles\Drafts directory usually found at C:\QsFiles\Drafts. It constantly
writes and saves to that location, so even if your computer crashes, most
of your recorded file will be intact.

Pending - Holding folder for files that don't send because the
network is down.

Sent — Folder containing copies of files sent to transcription.

Management Path — If the Management option was selected during
installation (“Complete” or “Custom”), then the Management Path must be
defined to enable communication of status updates between QS Recorder
and Player. The Management Path folder will hold a repository of files
with an .imf file nhame extension that represent files in process. The
Management Path acts as a conduit for QS Recorder and Player, and
provides the ability to access file statistics throughout the distributed
network environment.

Generally the Management Path is defined to be a subfolder under
QSFiles on the shared network drive. For example, if files are sent from
QS Recorder to the network folder Q:\QSFiles\Typists\<typistname>, then

~_ - -| Comment [LF1]: If the shared drive In
anetwork is F:, would auser have a
directory of F:\QsFiles and C:\QsFiles?




set the Management Path to Q:\QSFiles\Management for all installations
of QS Recorder and QS Player.

IMPORTANT: The destination folders for your dictation files (where you will
SEND your dictation to be transcribed) are not specified in this panel, but are set
up in the actual ‘Send File to ..." entry panel.

Start Up

Start Up

[ Dizplay in detailed view

Display in detailed view

This option will display the Subject, Document name, number and Document
Type on the bottom of the main user interface.

Send Audio File As

The Quikscribe Recorder can send audio files as an “Intelligent Audio File” (.iaf)
or “audio only” (.wav) file.

Send Audio File As

| iaf (Inteligent Audio File) |
* gy [ i

If you use Quikscribe’s advanced .iaf format, all of the following information will
be sent within the audio file. Only the Quikscribe Recorder and Quikscribe
Player can open an .iaf file.

= Audio content (dictation)

= Text attachments

= Graphics and screen shots

» Other files or attachments

« Database for management purposes
« Author’s details

= Typist's instructions & notes

By selecting .wav format, only the audio content will be sent. If you wish to

create or send audio files to someone that does not have Quikscribe, you may
select to send a standard .wav file.
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Author’s Details

The Author’s Details tab enables the Quikscribe Recorder to automatically save
all contact details within every audio file created by the Quikscribe Recorder.

Hot Ke_l,Js]

Record Controls 1 File Management

Yoice Hecngnilion]

Title: First Hame; Lagt Mame:

[Mr. |Jahn |Doe

[ epartrent: Floar:

iTrusts |2

Cornpatiy: Location:

[Jokin & Jane Dioe Law ICharIeslon, W

.f-‘«dl:lress: Phone:

(400 Main St |395-393-59353
Fau:
|888-888-8888

Authar Email;

|J ohhDoe@quik scrbe. com

Secretary Email:

|J aneDoe@gquik scnbe. com

iz E-mail Se&ing&

(o Uze SMTF Server SMTP Settings

" Use Microzoft Dutlook

Hand Contral Training JI Factary Hesetl (] J Cancel J

The contact details do not determine or affect file handling, but help the
transcriptionist to identify the author of the dictation file. The included author
details may not be needed in organizations where the author and typist are in
close contact with each other, but the details become important in large
environments where typing pools are used or when overflow dictation is
outsourced.

The author’s details available are:

Title, First Name, Last Name

Department, Floor

Company, Location

Address, Phone, Fax

Email, SMTP Server, Port

Secretary Email (for notification features sent to secretary)
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The panel contains a field to specify the user's SMTP Server address for your
Internet Service Provider (ISP) since some ISPs require account authentication
to send outgoing email messages.

Voice Recognition

See the section Voice Recognition for detailed information about this feature.

Hot Ke_l,Js]

Record Controls 1 File Management | Author's Detailz

“oice Recognition Settings -

YR Input Path: | HzFilessyY R rput @1
WA Output Path: | HeFilestYR\Output Fji
VR Profile: |

The Yoice Recognition option shauld anly be enabled if the optional vaize
recognition software iz installed and configured properly. Othersizse files
that are zent bo tranzcription will not reach the intended deztination

| Enable Woice Recognition

r

Hand Contral TlainingJ 0k Cancel
=

Hotkeys

Quikscribe Recorder functions are usually managed with a hand control device
such as the Philips SpeechMike. Quikscribe Recorder also has the ability to be
controlled using keyboard “hot-key” strokes, which are defined in the Settings
panel. This provides greater flexibility to use other devices such as the
ShuttlePro. The hotkeys can be defined for ‘global’ actions (engaged for QSR
no matter what Windows application is active) or ‘local’ (engaged only if QSR is
the active application).

For example, if you press CTRL 6 you can create a Marker. If you press CTRL 7

you can create a Marker and Paste the contents of the Windows Clipboard (Text
or Screen Shot) into this Marker.
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Record Controlz l File Management | Author's Details | Voice Hecognition}

change priority etc.

Hot Keys ]

K.ephaard Strok | Quikscribe Function -
Chil+ 6 Insert Blank karker

Chl+ 7 Ingert Marker & Paste Clipboard

Chl + 0 Recording Mode

Chl+B Beqining of File

Chl+E End of File

Chl + R Fecord Audio

Chl+T Stop Audio j
Send Fils |

Preszzing thiz buttan allows you ta SEMD your current audio file far transcriphion.

IF Allowe Ingtructions to be Added’ iz selected in Settings. you can select the
tpist or quede that you want bo SEHD pour audio file to, add ingtructions.

Mote: If the audio file being sent iz very large, an option called *'File Splitting"
exiztz which will automatically chop the file up inta sequentially named smaller
filez bazed on the zize pou stipulate. Additionally it iz possible to zet 2ome audio
overlap zo that gplit sentences can be followed by the ypist,

" Global & Local [Tol. Add New ‘ Delete ‘ i
Hahd Contral TrainingJ ak I Cancel J
Quikscribe Keyboard | Global | Local
Function Stroke
Insert Blank Ctrl + 6
Marker
Insert Marker & Ctrl +7
Paste Clipboard
Recording Mode | Ctrl + Q
Beginning of File | Ctrl + B
End of File Ctrl + E
Record Audio Ctrl + R
Stop Audio Ctrl+ T
Open File Ctrl + O
New File Ctrl + N
Close File Ctrl + H
Send File Ctrl + G
Undo Audio Ctrl+ 7
Redo Audio Ctrl +Y
Ctrl +
Ctrl +
Ctrl +
Ctrl +
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Ctrl +

Ctrl +

File Menu

The File Menu contains the features of the icons and includes several special
features that are not available through the icons of Quikscribe. These special
features are described below. The last file(s) that were open are listed at the
bottom of the File Menu.

File Edit Markers Help

Mew Audia Chrl+m
Cpen fudio Chrl+0
Close Audio

Delete File

Pratect Conkent
Save As,..

Send Audio
Send Pending Files

System Settings. ..
Play/Record Levels,

Import Audio
Export Audio

acan Import Folder
Append Audio
Export Markers
Impart All Markers

Add Attachment
Wiew Attachment

Change Profile
Exit

BH171.iaf

Delete Audio: If you choose this feature with a file open, you may delete the
open file.

Protect Content: allows password protection for audio files. This is useful for
situations when the subject content is sensitive and designated to be opened
only by someone authorized with the correct password.

Save As: provides the ability to save the audio file under a new filename and
location.
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Send Pending Files: Selecting this will initiate the send function for files held
temporarily because the network communications had failed. Normally
Quikscribe will send the pending files automatically — this allows manual
intervention to send the pending files.

DPM files: If you use a Digital Pocket Memo (DPM) and you have the DPM
hooked to a USB port on your computer, selecting this feature will display the
files that may be downloaded from the Pocket Memo to your PC. You may
select any or all of the files to download.

Play/Record Levels: With this feature speaker volume and microphone volume
may be adjusted. When you select this feature a Volume Control panel will
appear with a slider to adjust speaker volume. To adjust microphone volume,
from the top of the Volume Control panel select Options=» Properties, = your
microphone from Mixer Devices =» OK. A slider will appear to adjust
microphone volume. Make any volume adjustment needed and exit the panel.

Import Audio: You may import audio files created from other sources. You
will first need to create an audio file to import the desired file. You may now add
to the file that you imported.

Export Audio: You may export audio files to a .wav format to be played by
those who do not have the Quikscribe Recorder or Player.

Scan Import Folder: The Import Folder is the folder where files imported from
an external source are placed. Quikscribe will periodically scan this folder and
import files into the draft folder — this allows manual intervention to move the
imported files into the draft folder.

Export Markers: Allows you to export markers into files on your computer.
Import All Markers: Allows you to import an exported marker to a dictation file.

Change Profile provides a popup panel to select the profile of the Quikscribe
user. The profile contains all the user identification and personal system
settings. The 1% pull down box lists the names of the current profiles available.
The 2™ pull down box gives the option of loading or deleting a profile selected in
the 1% pull down box.

File

Select Profile and Action

{recarder _v_l |Load Prafile _v_l

Cancel |

Profiles are generally used for environments where users are
sharing a dictation or transcription station. If you have need for a
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profile with specific settings or preferences, you may add a profile to
Quikscribe Recorder.

To create a new profile:

e Change whatever settings you prefer in the Recorder, then go to File —
Change Profile

Select Profile and Action

rEn::-:m:IerE' v| | sad Priofils |

#dd Profile I Cancel |

e Type the name for the new profile. This will enable the ‘Add Profile’
button. In the example above the name for the new profile is ‘recorder 2'.

o Click the Add Profile button and the profile will be added.

¢ You will now have the choice of the prior profile named ‘Recorder’ and the
profile that you just created.

A profile is a text file that records your preferences and has the extension
.pfl. The profiles are stored in the ... c:/Documents and Settings/<user
id>/Application Data/Quikscribe/QSRecorder folder and can be
manually edited with a text editor such as Notepad (where <user id>
represents the user’s login id for Windows). For larger installations,
working with the profile files may ease the installation process. Please
contact support@quikscribe.com for more information.

If the .pfl file is deleted, the Quikscribe Recorder will automatically make a
new one using the default application settings.

Edit Menu

The Edit Menu provides several options available during recording:

Markers  Help

Undo Audio Edit

W Cwerwrite Mode
Insert Mode
Append Mode
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Undo Audit Edit and Redo Audio Edit are described in the section Undo
Dictation and Redo Dictation .
You may select Overwrite Mode, Insert Mode, or Append Mode from the edit

menu. You may also define in settings the default recording mode to be used
every time a new file is created.

Overwrite Mode is similar to recording using tapes — if you rewind to a previous
point in the file, new recording will overwrite the existing dictation.

Insert Mode will allow you to save the existing dictation, and insert new dictation
at any point in the file.

Append Mode ensures that recording content is not lost. If you rewind and
review the existing recording, then select ‘Record’, the position pointer will move
to the end of the existing file and commence recording at that point. If the same
thing were done in ‘Overwrite’ mode (as with a tape system) and the dictation
was not at the end of the file, then existing content would be overwritten.

Enable Real-Time Extract toggles the feature to send dictation immediately to
the transcriptionist.

This program is useful when you have an urgent dictation and you don't want to
wait until you've completed the dictation to send it for transcription. The Real-
Time Extraction program will send portions of your dictation file immediately to
your secretary or transcriptionist, based on the parameters you define.

For example, you've got an important case to dictate - it's the end of the day and
everyone's anxious to go home. You open the Real-Time Extraction program,
start recording as you usually do with the Quikscribe Recorder, and your
secretary starts typing while you're dictating. It's just that simple. The Real-Time
Extraction program is a separate plug-in for the Quikscribe Recorder. Please
contact support@dquikscribe.com for more information.

Tip: You may assign the Undo, Redo, and Insert/Overwrite functions to a button
on your hand control device (such as the SpeechMike or Voice Input Station).
See the section,

72



Hand Control Microphones, for more information.

Markers Menu

Quikscribe has the unique ability to embed markers at any point in the audio file,
in order to insert text, images, or file attachments. The advantage of this
powerful feature allows you to easily include a variety of supplemental
documentation with your dictation, and send it to your transcriptionist with the
dictation file.

Everything is compiled and presented in the order that you desire, so that it's
clear what attachments are represented by the recorded dictation.

You may assign the desired marker function to a programmable button on the
hand control, if you plan to use the feature frequently.

Markers Qg ”
Insert Blank Marker
Paste Cliphoard within selected Marker
Paste Clipboard as image within selected Marker
Import File within selecked Marker

Clone selected Marker
Insert Marker & Paste Clipboard
Insert Marker & Add Atkachrment

View selecked Marker
Displaw Marker ‘igw Inkerface

Delete selected Marker

v Record Mouse X, Y Positions
Capture Screen Shat On Recard
Set Screen Capture Region

Insert Blank Marker

Creates a marker with a date/time stamp. You may use the marker at a later
time to paste data from the Clipboard, or to insert a file into the marker. Pressing
CTRL-6 may be used for this function, also.

Paste Clipboard within Selected Marker

Will paste the clipboard contents into the marker. You may highlight text with
your mouse, and then use CTRL-C or right-click to copy the text, and then select
Paste Clipboard within selected Marker.

Paste Clipboard as Image within Selected Marker

Will paste the clipboard contents as an image into the marker. You may select a
Windows screen image your mouse, and then right-click to copy the image, and
then select Paste Clipboard as image within selected Marker.
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Import File within Selected Marker

Will prompt for a filename to attach to the marker. Provides the ability to attach
any Windows file within the audio dictation.

Export File from Selected Marker

Provides the ability to extract a file that was previously imported and attached to
a marker.

Clone Selected Marker
Duplicates the marker and its contents.

Insert Marker & Paste Clipboard

Creates a marker and automatically pastes the contents of the last Windows
Clipboard entry. Pressing CTRL-7 may be used for this function, also.

Insert Marker & Add Attachment
Creates a new marker and prompts for a file name to include as an attachment.

View Selected Marker
Displays the contents of selected marker.

Display Marker View Interface
Opens and closes the drop-down box for the markers.

Delete Selected Marker

Selecting this option deletes the marker. You may also press the Delete button
on your keyboard to delete a marker. Once a marker is deleted, it cannot be
retrieved.

Select screen region for capture from

The three markers, Record Mouse X, Y Position, Capture Screen Shot On
Record, and Set Screen Capture Region, allow you to specify a region of the
screen and capture the image as a marker in the IAF. This is a convenient
method for including visual examples with an audio explanation.

How to Insert Markers, Text & Screen Shots

The Quikscribe Recorder can insert marker files and within these marker files
you can add text attachments or screen shots. The main advantage of marker
attachments is to save time. Rather than dictate text from other documents or
web sites, you can select the text with your mouse and press CTRL C (which will
copy the selected text to the Windows clipboard) then paste this text within a
Marker file in your audio file.

To demonstrate:

o Create a New Audio File.
RECORD “ABCDE".

e Then open up an existing text or Word document (or something from a
Web page) and select some text within the document with your mouse.

e Press CTRL C (this will copy the selected text to the Windows Clipboard).
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e Now press CTRL 7 (this is the default Hotkey for the Quikscribe
Recorder). As a result, a Marker File containing the contents of the
Windows clipboard should be created within your audio file.

You may assign a button on the hand control to insert markers. Following are
the marker options available in the Hand Control Training for a programmable
button on the hand control microphone.

Insert Blank Marker

Insert Marker & Active or Full Screen
Insert Marker & Add Attachment

Insert Marker & Capture Active Window
Insert Marker & Capture Full Screen
Insert Marker & Paste Clipboard

Insert Marker & Paste Image

Insert Marker & Paste Plain Text

Insert Marker & Paste Rich Text

All you have if you assign a button is highlight the text with your mouse or point
to a window or screen, and then press the function button to insert the marker
and copy the text or image to the marker.
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Help Menu

The features on the Help Menu are shown below and a description of each
feature follows.

Help

Quikscribe Recorder Help F1
Hand Contral Training

Recorder Tutarial

Licence Infa

Request Email Support

Log 4
About Quikscribe Recorder

Quikscribe Recorder Help

Provides basic online information and assistance for Quikscribe Recorder
features, including icons and menu options.

Hand Control Training

This is a powerful tool to set the functions and features for your specific hand
control microphone. You may access Hand Control Training through the Help
menu or through the Recorder Settings icon. Please see the section
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Hand Control Microphones for additional information about hand controls.

Recorder Tutorial

Starts the Quikscribe Recorder tutorial, which explains how the Quikscribe
Player works, and includes interactive exercises.

License Info

Provides information on the software registration license and attached hardware
used by the Quikscribe Recorder. After the Recorder has been registered the
license level will display Full Quikscribe Recorder License.

Web Registration
Used to provide software registration.

Request Email Support

Displays pop-up panel with entry fields so that you can describe a performance
issue with the Quikscribe software. Upon submission, the request will include
copies of the user profile and log file to assist with investigating and
troubleshooting the issue.

Log
Provides viewing access to activities log, and is useful for troubleshooting
performance issues if they arise.

About Quikscribe Recorder
Provides the version number for the software.
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Examples

How to Record, Rewind and Play an Audio File

¢ Click the Create New Audio File Icon.

o Enter any file details that you wish to add e.g. Matter No, Subject etc.

o Click Create or press ‘Alt=>» R’ on your keyboard. This will create your
new audio file. Click Cancel or press ‘Alt=»C’ to CANCEL the creation of
the file.

¢ Slide to REC or hold down the REC button on the Quikscribe Hand
Control and speak to record. The microphone is built into the Hand
Control. To stop recording slide to STOP or release the REC button.

¢ Slide to F.RWD or press F.RWD to return to the beginning of the dictation.

o Slide to PLAY or press the PLAY button to hear what you have just
recorded. (If you cannot hear the recording, please refer to the video
demonstration on the installation CD, “How to Configure Windows Audio
Settings”.)

Note: For more information about how the Hand Control works, click on the Help
menu and then select Hand Control Training. This will display a training
presentation about the Hand Control.

How to Insert Dictation

The Quikscribe Recorder normally records in OVERWRITE mode, like a
traditional tape cassette recorder does. However, the Quikscribe Recorder can
also record in INSERT mode, which means you can insert additional dictation
within your existing recording (e.g. mid-sentence) rather than having to add
dictation at the end of your recording.

There are three ways to change the Recording mode from OVERWRITE mode
to INSERT mode.

e Use the INSERT button on the Hand Control (providing it is configured do
so under the Record Tab under the Settings Icon).

o Press the “Insert” key on your keyboard, which will toggle the record
mode from Overwrite Mode to Insert Mode and visa versa.

e Select the Edit menu and then select Insert or Overwrite Mode.

When you change the Recording Mode from OVERWRITE mode to INSERT
mode, the status bar at the bottom of the Quikscribe Recorder will update and
display which mode you are in. In addition, the indicator in the top left corner will
show “O” for OVERWRITE or | for INSERT.

To demonstrate inserting dictation, do the following:

Create a New Audio File by clicking on the Create New Audio File icon.
Record “A-B - C-D - E” in Overwrite Mode.

Rewind to the beginning of the audio file.

Change the Record Mode to INSERT mode by using one of the three
ways above.

Record “1-2-3-4-5".

¢ Rewind to the beginning of the audio file and press or click PLAY.

e Youshould hear“1-2-3-4-5-A-B-C-D-FE"
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How to Insert Markers, Text & Screen Shots

The Quikscribe Recorder can insert marker files and within these marker files
you can add text attachments or screen shots.

The main advantage of marker attachments is to save time. Rather than dictate
text from other documents or web sites, you can select the text with your mouse
and press CTRL C (which will copy the selected text to the Windows clipboard)
then paste this text within a Marker file in your audio file.

To demonstrate:

e Create a New Audio File by clicking on the Create New Audio File icon.
e Record“ABCDE"

Open an existing Text or Word document and select some text within the
document with your mouse or with keyboard keys.

Press CTRL C which will copy the selected text to the Windows
Clipboard.

Now press CTRL 7. This is the default Hotkey for the Quikscribe
Recorder to paste a marker. As a result, a Marker File containing the
contents of the Windows clipboard will be created within your audio file.
View the Markers panel to see the Marker that has been added.

Click the Marker to select it. To view the Marker, double-click it or select
Markers from the top menu and select View selected Marker.

How to Attach Other Files or Documents

The Quikscribe Recorder can attach other files and documents within the audio
file. These files can then be extracted by the Quikscribe Player.

To demonstrate:

Create a New Audio File by clicking on the Create New Audio File icon.
Record some audio and then stop.

From the menu bar select File and then Add Attachment.

Using the Add Attachment dialogue box, browse your Hard Drive or
Network, select a sample file, and select Open.

At this stage, the file you selected should be attached within your current audio
file. In the bottom left hand corner of the Task Bar you should notice #1,
signifying that you have one attachment within the file.

If you want to Extract or Remove any attachments from within an audio file, do
the following:

From the menu bar, select File and then View Attachment.
Select the file you want to Remove or Extract.
Then select either Remove or Extract.

How to Send Audio Files via the Network

Provided you have set-up Quikscribe correctly, it is very easy to send audio files
over the network. To send an audio file across the network:

Finish dictating.
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¢ Click the Send Audio File Icon.

e Under the “Method Tab” make sure Network is selected. Select the
typist who will transcribe your dictation from the list of Typists. If your
typist's name doesn’t appear in the list, refer to the section Setting Up to
Send Audio Files via the Network.

o Select the “Required In” time and “On Completion” notification.

e Click Send.

How to E-mail an Audio File

Quikscribe can e-mail audio files as attachments. Some Internet Service
Providers may require that you specify your SMTP address for outgoing mail. If
necessary, you may enter your SMTP address under System Settings =
Author Details.

Before sending an audio file via e-mail it is recommended that your audio file be
compressed. Otherwise it can take ten times longer to send (and receive) the
audio file. Therefore, make sure “Real Time Compression” or “Post
Compression” is selected under the File Management Tab under the Settings
Icon.

To e-mail an audio file:
Finish dictating.
Click the Send Audio File Icon. *
Under the “Method Tab” make sure E-mail is selected.
Select an e-mail address from the list box. If the e-mail address you with
to select is not in the list box, refer to the section Setting Up to Send
Audio Files via E-mail.
o Select the “Required In” time and “On Completion” notification.
e Click Send..

How to Import another Audio File
To import an audio file with an extension, such as .wav or .dss, do the following:

e Click Create New Audio File icon

e Select File then Import Audio.

¢ Inthe Import Audio dialogue box, browse your Hard Drive and select the
audio file you wish to import.

e Once found and selected, press Open.

Quikscribe will then import the audio file (.wav or .dss) and at the same time
convert the file into Quikscribe’s .iaf format. While this happens a status box
appears showing the percentage completed. When you have finished dictating,
press the Send Audio Icon as you would with a normal audio file.

Importing Files from the Philips Digital Pocket Memo (DPM)

The Quikscribe Recorder has integrated software and hardware drivers to
support professional digital recorders from Philips, including models 9350, 9360,
9400, 9450 and 9600. The Quikscribe drivers provide a pop-up panel that
displays the list of files on the DPM unit, and allows you to easily transfer the
files to the Quikscribe Recorder or to the Quikscribe Player.
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When the DPM is connected to the PC using the USB cable or the docking
cradle, the “DPM Download Options” panel will appear, as in the following
example.

"I DPM Download Options - 9350/52 Connected =1 |
Settings |tilities  Help

" Y Filename |EOL| Urgent| SPALP|  Duwation | [ ate Created [ Last Edit Date
% DPM128DSS ¥~ 5P 00016 1000AM 28.0ct2005  10.00AM 22How-2005
EA | SP | DOO00B | &O4PM 27-Now2005 | G04PM 27-Nov-2005
SP 00.00.07 8:04.PM 27 -Mow-2005 8:04:PM 27-Mow-2005

I~ &wutomaticaly select all completed files (" To default location " Prampt for location
Select Al I Dieselect Al | <E|- @I Diglete Claze

Before downloading review the options under the Settings menu at the top of the
download box. The recommended settings are to check Auto Display and
Send Using QSR Settings.

Settings
Leave Files on Device
v Auto Display
V' Send Using QSR Settings

Shutdown QSDPM

If the setting Leave Files on Device is checked the files will remain on the
memory card after download. You may want to check this option as you test
downloading files, but generally you would not check this feature since the
dictation files would accumulate on the memory card.

If Auto Display is checked, the “DPM Download Option” panel appears when
the DPM is connected to the PC. If Auto Display is not checked, the DPM
download may be opened from the taskbar by clicking the “DPM Download
Options” icon.

Notice in the files listed above in the “DPM Download Option” panel that one file
has “X” in the “EOL” column. EOL marked indicates that the author has pressed
the EOL (End of Letter) button on the DPM after recording a dictation. This
signifies that the dictation is finished. You may select individual files to transfer
to the PC by clicking anywhere on the line where the name of file is displayed, or
you may simply Select All” to mark all the files for transfer.

To download files if Send Using QSR Settings is checked:
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e Select the item “To default location”.

e Now click on the “Download” button to transfer the files.

o Files with EOL marked will be sent directly to the Typist that last received
transcription on the recorder where the download occurs and will be
downloaded to the Sent folder of Quikscribe Recorder.

o Files with EOL not marked will be downloaded to the Draft folder of the
Quikscribe Recorder.

OR

e Select the item “Prompt for Location”.

¢ Now click on the “Download” button to transfer the files.

¢ Files with EOL marked will be sent directly to the transcriptionist that
last was sent a file on the recorder where the download occurs and will be
downloaded to the Sent folder of Quikscribe Recorder.

¢ Files with EOL not marked will be downloaded to the folder you chose
when prompted but will not be sent to the Sent or Draft folder Quikscribe
Recorder.

To download files if Send Using QSR Settings is not checked:

e Select the item “To default location”.
¢ Now click on the “Download” button to transfer the files.
o All files will be downloaded to the Draft folder of the Quikscribe Recorder.

OR
o Select the item “Prompt for Location”.
¢ Now click on the “Download” button to transfer the files.
¢ All files will be downloaded to the folder you chose when prompted but
will not be sent to the Sent or Draft folder Quikscribe Recorder.

Any file downloaded to the drafts folder of Quikscribe Recorder may be
reviewed, modified, and then sent to the transcriptionist. The QS Recorder
maintains a backup copy in the Sent folder, and the file is named according to
the naming conventions established in the File Management section of the
system settings. A file sent directly to a transcriptionist and also downloaded to
the Sent folder of Quikscribe Recorder has, of course, a backup copy maintained
in the Sent folder. Also the file is named according to the naming conventions
established in the File Management section of the system settings. A file sent
directly to a transcriptionist but not downloaded to the Sent folder of Quikscribe
Recorder does not have a backup copy maintained in the Sent folder. Also the
file is named according to the naming conventions established in the File
Management section of the system settings, but does not have the date and time
included in the name in Quikscribe Player.

Quikscribe Voice Recognition

This unique feature will automatically produce a draft text document, either
before or after the transcriptionist receives the audio file.
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Please note that “The Voice Recognition option should only be enabled if the
optional voice recognition software is installed and configured properly.
Otherwise files that are sent to transcription will not reach the intended
destination.”

The author’s style of dictation is not impacted by the Voice Recognition feature.
The author may dictate as usual using the Quikscribe Recorder and portable
recorders without changing speech pattern or tempo. When the file is sent to
transcription, Voice Recognition is triggered to interpret the audio file (according
to the appropriate user profile) and produce the draft text document. If the
author does not select Voice Recognition within Quikscribe Recorder, the
transcriptionist may enable Voice Recognition within Quikscribe Player. The
transcriptionist would need to employ the appropriate user profile when enabling
Voice Recognition for a file.

If you have Dragon NaturallySpeaking, files are processed in the background
with the Dragon NaturallySpeaking AutoTranscribe Folder Agent to produce a
draft text document. The transcriptionist will then review the document for
accuracy, making the necessary corrections in the word processor (or entry
screen) while listening to the dictation audio file.
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Transcription Agent

The AutoTranscribe Folder Agent must be open in order for Voice Recognition to
occur. Dragon NaturallySpeaking must be closed when the AutoTranscribe
Folder Agent is open. Voice Recognition can occur on the author’'s PC, the
transcription PC, or a separate process server supporting multiple users.

The AutoTranscribe Folder Agent is of tool of Dragon NaturallySpeaking and
may be opened by clicking Start = All Programs =» Dragon Naturally Speaking
=> Dragon Naturally Speaking Tools = AutoTranscribe Folder Agent. For ease
of use the AutoTranscribe Folder Agent may be either pinned to the Start Menu
or sent to the desktop. Opening the Agent will display an icon like the image
below in your system tray.

L

AutoTranscribe Folder Agent.Ink

Selecting open again will display the Agent panel. An image of the panel is
shown on the following page.

A task must be defined for the Agent to synchronize with Quikscribe. The image
of the Agent on the following page shows one task. To define a task for the
Agent to coordinate with Quikscribe please follow the steps below. The steps
that are described below assume Voice Recognition occurs on the author’s or
the transcriptionist’'s PC. See the section below regarding network setup if
Voice Recognition occurs on your network drive.

AutoTranscribe Folder Agent Task for Voice Recognition Occurring on
Author’s or Transcriptionist’s PC

0 Open the Dragon Naturally Speaking AutoTranscribe Folder Agent.
Select Task = New.
Set the Input directory to C:\QsFiles\VR\Input.
Set the Output directory to C:\QsFiles\VR\Output.
Set the User Location to:
C:\Documents and Settings\User\Application
Data\Nuance\NaturallySpeaking9\Users\
This is the default setting, so clicking the default button will insert
this User Location.
0 Choose the Dragon NaturallySpeaking User Name, Vocabulary, &
dictation source that will be used with Quikscribe.

O O0OO0oOo



Idle

Dragon NaturallySpeaking Autolranscribe FolderAgent

Agent  Task Help

BV o= AV|E
State | Input directar | output directar | User location | User | Dictation source | vacabular |
B Trarscribing - Lin...  CH\QsFllesiyRiInput] CHiGsFilss\VRIOULRUE, Ci\Doruments and Settingsié... Linda.. Microphone (Mic-In]  General - Large

| Time: | Log | Reasan

Dragon NaturallySpeaking AutoTranscribe Folder Agent - Idie
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Selecting Voice Recognition in Quikscribe Recorder

Within Quikscribe Recorder the Voice Recognition option may be selected when
a file is created, when afile is sent, or as a default setting for all audio files. The
default method would be used only if the author wishes to always enable voice
recognition. The panels in Quikscribe Recorder where Voice Recognition may
be selected are shown below. Remember to have the AutoTranscribe Folder
Agent open when performing Voice Recognition. The transcribed text is not
visible to the author in Quikscribe Recorder but will be visible to the
transcriptionist in Quikscribe Player via a marker embedded in the Intelligent
Audio File.

¢ Voice Recognition may be selected when the file is created in the New
Audio File panel. The image below shows Voice Recognition checked.

Subject: _ Doc Mame:

Woice Recognition Example |Example

b atter Mo [oc Tope:

{Mew Filz | |Manual R
Docurment Filenarne:
(¢ Create a new docunment |Lindaz38

= —
(" Edit and track changes i PD.SHIH F|Ienan'!e_
v “oice Recogrition

e
(" Edit and accept changes Ereas | Sl |

¢ Voice Recognition may be selected when a file is sent in the File Details
tab of the Send to panel. The image below shows the Voice Recognition
option is selected in the Send File panel under File Detalils.

-

—ISend to C:\QsFiles\Typists\Joe %
Method  File Detaik |
Subject; Doz Mame:
i\r‘nice Recognition Exampls |Jones|
b atter Mo Doc Type:
{123456 fLetter |
~ Document - 1 Filename:

' Create a new.document | 217

(™ Edit and track changes IIF Lze Waoice Recognition

™ Edit and accept changes
Send I Cancel I
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¢ Voice Recognition may also be selected as a default setting for all
dictation files in the Voice Recognition tab of the Settings panel. The

image below shows the Voice Recognition option is selected as a
default for all dictation files.

Fecord Controls ] File Management | Author's Detals  Yoice Recognition ]

~“oize Recognition Settings-

WA Input Path: I s EFilesi R rput

| S

WA Output Path: I WOaFilestW RS Dutpul

YR Profile: ]

v iEnable Voice Becogritior

I Delay Voice Recogrition

Hand Contral Training ok Cancel
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Quikscribe Player Text Production if Voice Recognition is Performed in
Quikscribe Recorder

The draft document is produced automatically in Quikscribe Recorder. Dragon
NaturallySpeaking produces the text file, and Quikscribe merges the text back
into the Intelligent Audio File as the contents of a marker.

e The transcriptionist receives notification of a new dictation audio file. The
Quikscribe Player alerts the transcriptionist a new file has arrived and is
ready to be transcribed, including priority notification if selected by the
author.

e The marker table in the bottom portion of the QS Player displays the list of
markers in the file. The first marker shows content labeled “Voice
recognised text”, indicating the marker contains text generated by the
voice recognition process. See the image below with a marker labeled
“Voice recognized text.”

% 100 % QS Player - 061114_2059 B... [ |

|9 & | 0|2

_.J(
o el » (o fm|nlnfl

# | Position | Creator | Content | Label
1:(0:00:00.0 Rec Text Only Woice recognized hext
#0 STOPRED 00:00:50 | 00:00:50

e When playing the audio file, the QS Player provides an audible alert that a
marker is present. By simply pressing CTRL-V, the contents of the
marker are pasted automatically into the word processing document.

e The transcriptionist then listens to the audio file and makes the necessary
corrections on the screen.
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Performing Voice Recognition in Quikscribe Player

Voice Recognition may occur in Quikscribe Player instead of Quikscribe
Recorder. If Voice Recognition occurs in Quikscribe Player, the author does not
need to choose Voice Recognition when dictating a file. The transcriptionist
would follow the steps below to perform Voice Recognition in Quikscribe Player.
Remember that a task must be defined in the Dragon Naturally Speaking
AutoTranscribe Folder Agent for Voice Recognition to occur.

Open Dragon Naturally Speaking AutoTranscribe Folder Agent.
Open Quikscribe Player.

Open a dictation file that is waiting to be transcribed.

Click Quikscribe Settings = Voice Recog. See the image below.

o Check “Wait for Voice Recognition” to wait for Voice
Recognition to complete, so you can continue working
with the file.

o0 Leave “Wait for Voice Recognition” unchecked to not
wait for Voice Recognition to complete. You may close
the current file and open another file and perform Voice
Recognition on the second file. Voice Recognition may
be performed in the background as you complete other
dictation or tasks.

( Settings T Hatkeyz T Typizt Details T Freferences

Voice Recog_ |

YWoice Becognition Settings

VR Input Path: |0 W0 eFles VR ool =
R Oubput Path; |28 0eF lest R Dokt =

VR Prafile; ]

v Wwiait far Voice Fecagnition

Lock | 1™ Prompt for profile on startup Ok Cancel

¢ Select File = Perform Voice Recognition.

¢ Now either (1) wait for Voice Recognition for the current file or (2) close
the current file and then open another file and Perform Voice Recognition
on that file. Voice Recognition is complete when the state of the Auto
Transcribe Agent is Idle.
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e When Voice Recognition is completed, click the drop-down arrow under
the Volume Meter. You will see a marker with label of “Voice recognised
text”. See the image below.

o9

v {u|m[m|n]
.
# | Position |Eleat0r||:nntent |Label
1:|0:00:00.0 Rec Tt Oy Yoice recogrised text
#0 | | STOPFED | 000000 | 00:00:06

o If a word processing document didn’t open automatically, click the word
processing icon in Quikscribe Player, so a new document will be open for
your transcription.

Play the dictation file in Quikscribe Player.

o After hearing the musical prompt, place the cursor at the beginning of the
word processing file.

e Now press Ctrl V, which will paste the contents of the Voice recognized
text marker in the word processing document.

e Continue playing the dictation and edit the Voice recognized text.
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Voice Recognition Folders and Users for Network Environment

Use My Computer in Windows to go to your Quikscribe shared folder on your
network drive (such as F:\QsFiles). This shared folder is usually named
“QSFiles”.

Create Quikscribe folders

¢ Within QsFiles create a subfolder called \QSFiles\VR
e Within VR create three subfolders: INPUT, OUPUT, and PROFILE.
e Once completed your file structure should look like this.

= YR
) Input
) Cukpuk
= |2 Profile

Set Quikscribe Paths

Open Quikscribe Recorder. Go to Settings = Voice Recognition.
Browse to set the VR Input and Output Path to the files you created on
your network drive. Set the VR Input Path to [Network
Drive|\QsFiles\VR\Input. Set the VR Output Path to [Network
Drive]\QsFiles\VR\Output. No entry is required at this time in the VR
Profile Setting. Close Quikscribe Recorder.

Open Quikscribe Player. Go to Settings = Voice Recognition. Browse to
set the VR Input and Output Path to the files you created on your network
drive. Set the VR Input Path to [Network Drive]\QsFiles\VR\Input. Set the
VR Output Path to [Network Drive]\QsFiles\VR\Output. No entry is
required at this time in the VR Profile Setting. Close Quikscribe Player.

Import DNS User

e Open Dragon NaturallySpeaking.
o Select NaturallySpeaking = Manage Users.

Point to your user. Select Advanced = Import. Browse to [Network
Drive]\QsFiles\VR\Profile. Profile should display in the box opposite
Folder:. Click OK.

In the Manage Users panel of Dragon NaturallySpeaking set the Location
of user files to [Network Drive]\QsFiles\VR\Profile.

Define AutoTranscribe Task

Open the Dragon Naturally Speaking AutoTranscribe Folder Agent.
Select Task = New.

Set the Input directory to [Network Drive]\QsFiles\VR\Input.

Set the Output directory to [Network Drive]\QsFiles\VR\Output.

Set the User Location to [Network Drive]\QsFiles\VR\Profile.

Choose the User Name, Vocabulary, & dictation source that you will be
using with Quikscribe.
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File Management and Management Option

Quikscribe Recorder and Quikscribe Player have an integrated file management
agent that updates file properties to track progress of work-in-progress. This
feature is accomplished real time without using an external database

engine. You can easily check on files to see if they've been completed (or how
much of the file is completed), where it was sent, and who worked on the file and
for how long. Using this foundation, future enhancements will include a central
control console for enterprise management and reporting. This method works
for files sent using both Network and FTP methods.

The “Management” option must be selected and installed during the
Quikscribe Recorder installation process, and the Management Folder
must be defined under Settings > File Management to a shared network
folder (such as “Q:/QsFiles/Management”) to save the .imf management
files. These files retain the statistics and characteristics of the file and the
workflow progress.

File Properties

You may view file properties for the Intelligent Audio File (IAF) from within My
Computer (or Windows Explorer). By right-clicking on an IAF you may select
Properties and view all file details by Author and Typist. Everything pertaining to
the dictation and transcription activities is easily accessible, including progress of
the file, history of who opened and worked on the file, and captured billable

time. With any other type of audio file, all you'll see under Properties is the
“General” tab, which gives you very basic information such as when the file was
created. With the IAF, you'll get two additional tabs - “Author” and “Typist”.
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General Tab

0703051954 Welby_ 221.iaf Properties
General | Author | Typist | Summar |

L] —_———
'I af 070305_15954_'Welby 221.1af

Type of file:  Intelligent Audio File
Opens with:  jaf Quikscribe

Location: C:AQsFileshTypistsJ ane
Size: T45 KB [763.291 hytes)
Size on dizk: 748 KB [765,952 bytes)

Created: tonday, bMarch 05, 2007, 4:54:58 P
Modified: Tuesday, March 06, 2007, 10:40:10 Pk
Accessed: Today, Apnl 11, 2007, 4:38:34 P

Attribubes: [IRead-only []Hidden

[ ok H Cancel

Author Tab

The Author panel provides all the pertinent information about the IAF
surrounding the Author’s perspective of creating and sending the dictation file to
transcription. Click on the Author tab, and this is what you'll see:
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0703051954 Welby_221.iaf Properties

| General | Authar | Typizt | Summary |

Author Mame: h arcus wielby

File Type: Drictation Matier No. Can

Matter: 5673 Identify Client or
Subject: Mew patient Case #

Sample Fate: 11KHz

Format: Compresszed

Encrypted: Mo

Date & Time Created: 05-Mar-2007 15:25:44

Sent to: C:A\QsFilesh T ppistsh) arie Destination
Date & Time Sent: 05-Mar-2007 15:5457  |dentified
Attachments: 1]

Markers: 0

Sudio Duraticr; 00:0%:33 Capture Billable Time

Author Billable Time: 00:07:33  Automatically

Comments;

I O i[ Cancel J Appiy

Typist Tab

Clicking on the Typist tab provides details on the transcription perspective:



Typist Mame: Jane Doe

[rate & Time Opened: 05-tar-2007 15:55:38

Date & Time Completed: You can quikly see
who was assigned the
file, and progress of the
Tupist Billable Time: 00:0g:48  work. The Status fields
shows if the file is
Locked (in progress),
Linked Documents: Closed, or Completed.

Status: Clozed

Percentage Complete: 51%

The history panel

keeps a record of all
00:00:51, 06-tar-2007 21:33:19 people who wnrkedb
Jane Doe on the file, and for

Histary:

xxxxx how long.
OB-b ar-2007 08:16:22 06-Mar-2007 08:16:31

Jane Doe

PET

06-k ar-2007 08:15:42 06+ ar-2007 08:16:06
Jane Doe

(el

I Ok il Cancel ]

Open IAF file from My Computer or Windows Explorer

File Properties - double-click to open: From within Windows Explorer (or My
Computer) you can browse to a folder and open an IAF file directly by double-
clicking the file. The file will open with the default program assigned (QSR or
QSP). You may also right-click on the file, and then select the desired option:
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Falders X Marne = Size  Twpe

= ) GsFiles [ laf BEH_175.iaf 11,070KE  Inteligent Audio File

2 Archive — lafEEH_176.isF 6,719KE  Inteligent Audio File

& 3 Authors iaf BEH_133.iaf 2KB  Inteligent Audio File

) Completed PY{BEH 12 iaf 14KB  Inteligent Audio Fils

) Default iaf BEH_2 gpen _ o kB Inteligent Audio File

[ [5) Departments jaf BEH_2 pen Wth ukscrbe Player kB Inteligent Audio File

) Dowrloaded iaf Irkeryi BRSEEY """"th Quikscribe Recorder KB Intelligent Audio File

) Drafts {afmnteryy  Add as File Attachment ko TAF kB Inteligent Audio File

B2 Trpat - laftnkeryi  Addas Marker Attachment 0 IAF kg [ntelligent Audio Fils

() Management: iaf Welby| Open With '_ KB Inkelligent sudio File

[5) Masters iaf welby, Scan with Morton Antivirus kB Inteligent Audio File

) Pending iaf welby| {IL(B Inteligent Audia File

) QSRManage faf welby, Send To Y kB Inteligent Audio File

=) Reports | '|af Welby, - :kB Inteligent Audia File

= Sent iafwelby, o, KB Inteligent Audio File

B ) Typists iaf welbey, kB Inteligent Audio File

2O jaf welby|  Create Shorteut KB  Intslligent Audio Fils

) swstem.say Delete
3 temp Rename
& I WINDOWS 1 Properties

[ e D DECOAMEDY Ty _

Add Attachments and Markers to IAF file from My Computer or Windows
Explorer

File Properties - Add Attachment (QSR): You'll also notice the new options to
instantly create a new IAF file and add a file as an attachment. Just right-click
on ANY file in Windows Explorer, then select “Add As Marker Attachment to
IAF”. QS Recorder will initiate and create a new file, and automatically include
the selected file attachment. You can also right-click on any Windows file and
add it as an attachment to your dictation file. The IAF is now recognized under
Windows (outside of the QS Recorder and QS Player interface).
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File Naming - Automatic, 20, 51 soundcard, 6
File Storage, 5, 56 SpeechMike, 8, 16
Foot Switch, 8, 19 Start Up Options, 57
FTP, 38, 39 Status Bar, 26
Hand Control, 8, 15, 17, 22, 29, 34, 38, System requirements, 6

45, 61, 64, 65 Typists - Add or Delete, 10
Help Menu, 64 Undo, 5, 19, 38, 44, 45, 61
Housekeeping, 49, 52 Undo changes, 5
Insert audio mid-file, 5 User Interface, 22, 34
Insert Dictation, 29, 65 voice activation, 47, 48
Insert Other Media, 5 Voice Activation, 47
installation, 6, 7, 8, 22, 56, 65 Voice Recognition, 4, 5, 8, 42, 58, 69, 70,
Keyboard Hotkeys, 59 71,72,73,74,76
Markers, 18, 30, 32, 34, 38, 61, 63, 65 Volume Indicator, 28

Markers Panel, 30, 32
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