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WebShuttle User's Manual

What is WebShuttle?

System Overview

WebShuttle is a web-based dictation and transorigtiatform. Dictators can dictate from any phone
or handheld recorder. Transcriptionists can acdiesation and transcription files securely from
anywhere. WebShuttle is designed to manage aficaspf transcription workflow for organizations of
any size.

WebShuttle features include toll-free call-in diaia, secure web login, document management,
electronic signature, quality assurance, detdihbilreports, printing, and faxing. WebShuttle also
seamlessly integrates with the popular DocShutkktbp transcription software.

There are three basic user types in WebShuttlesdrgtionists, dictators and administrators. Each
user type is given certain permissions for featime&/'ebShuttle. A brief description of the basseu
types is explained below.

WebShuttle can be used by dictators who use ahetepor handheld recorders to record dictation.
Dictation voice files are automatically routed tartscriptionists. Completed transcribed documents
are uploaded back to WebShuttle. Dictators hagesacto these documents online through
WebShuttle. Dictators can use WebShuttle to viemmeted documents, edit files, upload voice files,
and electronically sign documents. These functamesdependent on the permissions granted to the
user.

Transcriptionists use WebShuttle to download vdiles and upload transcribed documents.
Transcriptionists may choose to use DocShuttletdpssoftware to download voice files and
transcribe documents. Using DocShuttle desktopvaoé enables the transcriptionists to be more
productive than working online. However, the WebitBh interface may be useful for searching for
previous files and running reports.

Administrators can use WebShuttle to manage tmsdrgption workflow, print documents and create
billing reports. Administrators generally have eggto viewing all dictation and transcriptiondile
Administrators also have access to account infaamat
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\WebShuttle Workflow

Describing the WebShuttle Process

WebShuttle is designed to manage all aspectsmddrigption workflow for organizations of any size.
The diagram below shows a typical workflow for agamization doing transcription. Dictators can
dictate over telephone lines or using digital haatdmecorders. All files are centrally stored on a
web/FTP server. Transcriptionists can accesstfilerigh the WebShuttle interface or by using

DocShuttle desktop software.

Y -

- A

Dictators calling into
Orator Dictation System

Transcription Administrator using
DocShuttle Administratar software
to manage all vaice and text
documents onthe FTP ste.
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WebShuttle integrates with DocShuttle Transcripsoftware and uses the same status flags for
tracking files. Below is a diagram showing thdahiént status flags as files move through the gjlpic
workflow.

[FHs .. stat
E:]N... Mew
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;/D Downloaded
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@M. Atachment ———> RPMM . Marked for 04

E MO .. SentforQa

T

%.U .. Uploaded +—— %.H ... Being Reviewed
)

@. & .. Signature Pending

Y
@. E ... Signed Electronically

Disgram shovwing wworkflowe of files uzing DocsShuttle software.
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WebShuttle Home Page

Managing Files in WebShuttle

The WebShuttle home page is designed to displagntist recent dictation and transcription files.eTh
files that are displayed depend on the user tygepanmissions of the user. Voice files appear with
colored flag icons next to each file. These flmglicate the status of the current job. Compléssd
documents generally have a Microsoft Word icon nexhem.

There are 10 columns that appear in the main Weti€hvindow. There a three filter options
available at the top of the screen. Files cariltegdd by file type, date or custom search crierbny
file can be downloaded by clicking on the speakéiord icon that appears to the right of the file
name. Clicking on the file name link will displéye File Details windows discussed in the next
chapter. Any column can be sorted by clickinglihle in the column header.
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The WebShuttle home page contains ten columndafmation about each voice file. A description
of each column is shown below.

1) File Name
The voice files are named using the following cortign:
S MMDD-NNN DDDD TTTT LL .vox.

The beginning letter of the voice file indicates #iatus (S) of the voice file. The table below
shows the types of initial letters and the corresling significance of the letter as pertaininghe t

file status.

Letter Status

Voice Files

N New (ready to be transcribed)

S Stat (priority dictation)

D Downloaded (in use by a transcriptionist)
U Uploaded with Attachment

C Completed (no attachment)

E E-Signed (attached has been electronically signed
Documents

U Uploaded Document (transcribed)

S Signed Document (electronically signed)

The next segment of the file name (MMDD-NNN) is thb number. The job number is a
combination of the date and sequence of the ditfidee Month and day MMDD are followed by
dash (-) and then the sequence number. For examjb number 1204-002 would indicate the
second file dictated on December 04. The next seg(@®DDD) of the file name is the four-digit
code of the dictating author. The next segmenfl(lTindicates the four-digit code of the
transcriptionist who typed the file. The followisggment (LL) indicates a 2-digit location code.
The last portion of the file (.vox) is the file exision.

2) Status

This column denotes the current job status for éiseh This concurs with the first letter of thiéef
name. The possible job status categories are:

New (ready to be transcribed)

Stat (priority dictation)

Downloaded (in use by a transcriptionist)
Uploaded with Attachment

Completed (no attachment)

E-Signed (attached has been electronically signed)

3) Job

This is a unique number by which any file may benfd. The naming convention is as follows:
The first four numbers represent the month and(M#yDD) followed by dash (-) and then the
sequence number. For example, a job number 1224v00ld indicate the second file dictated on
December 04.
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4)

5)

6)

7

8)

9)

Job Type

The next column is the job type folder. Job typesused to separate various types of dictation.
When a dictator logs onto the system, he is prothfiteselect a job type — or his User Profile will
specify a default job type. Jobs recorded by thtatbr are marked with that particular job type.
Transcriptionists may then work on dictation ofaatfzular type.

Dictator

This column displays the dictator's name.

Transcriptionist

The name in this column indicates the person whiaisscribing the file. Note that this column
will only have an entry when a transcriptionist Bteted or finished transcribing the file.

Location

This column specifies the location code. Dictatgrkading voice files from handheld recorders
can specify different location codes.

Date

This column specifies the date and time the fils wadified. The date is shown in the standard
MM/DD/YY format. The time is displayed as hoursnuies:seconds followed by AM or PM.

Minutes (Length)

This column specifies the length of the voice ifilaninutes.

10) Size

This column specifies the amount of disk space bsetthe particular voice file.
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File Details Window

Working with Files in WebShuttle

Clicking on any file in the WebShuttle homepagd diplay the File Details window shown below.
Depending on the user's permissions, certain mptions will be available to the user in this window
The File Details window displays header informationthe given file. Dictators will use this wingdo

to edit and electronically sign files. Transcrptists will use this window to download voice fil@sd
upload completed text documents.
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WebShuttle Features

Using WebShuittle for Dictation and Transcription

WebShuttle is designed to have features that Waheany organization to manage dictation
transcription files. The features discussed is thiapter are available through main menu on the
WebShuttle homepage.

If dictators are using the WebShuttle call-in sgste record dictation, voice files are automaticall
routed to the WebShuttle site. However, if dictatare using handheld recorders, files must be
uploaded to the WebShuttle site. To automate thegss of uploading files from handheld recorders,
dictators may use DocShuttle Dictator desktop sarféw DocShuttle software automatically imports
files from handheld recorders and uploads thees fd the WebShuttle server.

If you're using the WebShuttle interface to upleatte files, select Tools | Upload Files from the
WebShuttle menu. The user can then select fiten the local hard drive and upload them into
WebShuttle.
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WebShuttle provides a simple search feature thettles the user to search for files based on threlsea
criteria. Use the search box at the top of the 8Velttle window to search for files using character

strings found in the files names. For exampleygitiie search term “smith” will find all files
containing the term within the file name.

For advanced searches, you can use the AdvancechSie&. The Advanced Search page allows the

user to enter additional search criteria includoigtype, status, dictator ID, transcriptionist ID,
location and date range.

WebShuttle can create various types of custom tepdro create reports, select the Reports | Custom
Reports menu option from WebShuttle. Enter théreé@<riteria into the Custom Reports window to
run the report. The user can select the outpuatdoto be PDF, text file or Excel CSV format.
Administrators can run billing reports based oe laounts.
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For any WebShuttle accounts using the call-in timasystem, administrators can view the dictation
call log to see a history of all calls made todlgstem. This is useful for seeing how many cadleeh
been made or for determining if a particular dictajob has been recorded. To view the dictatialh ¢
log, select Reports | Dictation Call Log from theh®huttle menu.
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Administrators can also view the account settimggtfe WebShuttle account. To view the account
settings, select Account | Settings from the Welthmenu. The Account Settings window includes
settings for purging files from your account. Domnt files and dictation files are purged based on
this settings. By default, document files are pdrgfter 120 days and dictation files are purgéet af
14 days. The Account Settings window also sholist af all WebShuttle users for the account and
the permissions granted for each user.

The administrator can also view a listing of all-@a users for the WebShuttle account. To view a
listing of the call-in users, select Account | Btain Users from the WebShuttle menu. This listing
shows all users that have been set up to dictatg tiee WebShuttle call-in dictation system.
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Using WebShuttle:
Administrators

Managing WebShulttle

The primary goal of WebShuttle administrators isn@nage dictation and transcription workflow.
When an administrator logs into WebShuttle, thterfd are set to display all files for the past seve
days. Since administrators typically want to sethldlictation and transcription files, the filterset to
display all files.

Each user that accesses the WebShuttle accoumérs @ unique username and password. Each user is
granted access to view certain files and foldesetl@n the user name and password. WebShuttle uses
"Job Type" folders that separate work based oratticiD or work type. Users are granted access to
certain job type folders. Users can also be wstiito only see files marked with the users 4tdigi

only. The Administrator can view a list of usewns the account by clicking Account | Settings frthra
menu.

The Access column above shows the Job Type fotdesbich the user has been given access. If the
Access field is blank, the user can access alkfsld

User access and permissions are granted by Byiesatrthe request of the administrator. The
administrator cannot directly modify user access pgrmisstions.
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Each user is granted certain permissions basechass and password. The user permissions
determine what features are available to the uEke Permissions column shown in the list below
shows permission given to each user. If the Paians field is blank, the user is given the default
permissions for the User Type.

The chart below shows the different permissions¢ha be assigned to a user.

A=Attachment Upload (Documents)

C=Complete File

D=Delete File

E=E-Sign

F=Fax/Email

I=IE Edit (MSWord documents in Internet Explorer)
N=Create New Document (transcriptionists)
R=Restricted (view files with own ID only)
U=Upload Voice Files

W=Word Edit (Edit in MSWord)

Administrator default permissions: DFU
Transcriptionist default permissions: ACN
Dictator default permissions: EUW

# $
Any user that has been given permissions to ediiishents in WebShuttle can make corrections
online. However, there is a procedure for revigwand correcting documents for Quality Assurance
before files are marked as completed. Currerilg, grocedure is only available through DocShuttle
Transcriptionist software. For more informatiofegse review the DocShuttle Transcriptionist
manual.
% &

Files in WebShuttle will automatically be archivadd removed from the WebShuttle account after a
specified number of days. This period of time dejseon the settings for the WebShuttle account.
The default settings for a WebShuttle account srohive voice files after 14 days and archive
document files after 120 days. The longer filesam on the WebShuttle site, the more disk spatie wi
be required for the count.
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Using WebShuttle: Dictators

Recording and Managing Files in WebShuttle

Dictators access WebShuttle to view and edit tnéimsceports or upload dictation files from a
handheld recorder. When a dictator logs into Weitifh the filter is set to view transcribed regort
Dictators can search, review, edit and electrolyicadin these documents.

WebShuttle provides integration with Microsoft Watdcuments. If using Microsoft Word
documents, editing can be done in several way® @y is to edit documents online using the Edit as
HTML function. This function will convert MicrosofVord documents into HTML and then save the
documents back to Microsoft Word format after exdjti Another way to edit Microsoft Word
documents is to edit the documents in Microsoft éVamnd save them back to the server. This method
requires the user to have Microsoft Word instaledhe local PC and to enable running of ActiveX
scripts. A third way to edit documents is to dovad the file, edit the file on the local PC andthe-
upload the modified file. These three methodsdaseribed in more detail below.

0

When editing documents online, WebShuttle allovesitker to use an online HTML editor to modify
and save documents. The advantage of this meshibdti it does not require the user to have ang typ
of word processor on the local PC. Also, this radtHoes not require any special permissions tebe s
on the local PC. The only consideration is tha¢mtocuments are modified from Microsoft Word
format into HTML and then back to Microsoft Wordifieat, some formatting may be lost. An image
of the HTML editor is shown on the next page.
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The WebShuttle HTML editor shown above can be tsextlit and electronically signed documents
online. The Save button in the toolbar will saklamges made to the document and return the user
back to the File Details window. The “eSign Fileik will save changes, add a signature line and
protect the document from further changes. Youusanthe Next and Prev links to navigate to other
reports without having to leave the HTML editof.tHe “Unsigned Only” checkbox is checked, the
Next and Prev links will navigate to documents thete not been eSigned.

Editing a Microsoft Word document online requireaiyo use Microsoft Internet Explorer and have
Microsoft Word (2000 - 2003) installed on your cartgr. The user must also set the permissions for
Internet Explorer to allow an ActiveX control toruTo do this, select Tools | Internet Optiongrfro
the Internet Explorer menu. Then select the Sictad and click the Trusted Sites icon. Click the
Sites button and add "https://*.bytescribe.netthio list of trusted sites. Then click the "Custom
Level" button for trusted sites. Then enable thgom for "Initialize and script ActiveX controloh
marked as safe".

To edit a file using Microsoft Word, click the Edititton on the File Details window shown below. If

the computer has been configured correctly, themshent will appear in Microsoft Word. Any
changes to the document will be saved directihéoserver.
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If the two methods described above cannot be u@mesbime reason, documents can be edited off-line.

With this method, documents are downloaded todhballhard drive, edited and then re-uploaded back
to the server. This method would need to be usix idocuments are not editable in Microsoft Word.

Special permissions would need to be granted tagbein order to use this method.

The procedure for editing documents offline isitstfclick the Download File menu option in theeFil
Details window. The file will be downloaded and/ed to the hard drive of the user's PC. The file
can then be edited. After the file is edited, cefkee Browse button and select the edited filaerm

click the eSign link. The document will be uplodd®ack to the web server and electronically signed.

Microsoft Word documents can be reviewed and edeatally signed in WebShuttle. There are links
to eSign a document both on the File Details window in the Edit As HTML window. Clicking the
link to eSign a document will insert an electrosiignature line at the bottom of the document whith t
dictators name, date and time. The document \8ill be protected using Microsoft Word's protect
document feature.
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Using WebShuttle:
Transcriptionists

Transcribing in WebShuttle

This chapter outlines the procedure for transaipsts transcribing files in WebShuttle. There tave
methods for uploading completed documents into Vidatie. The first method is to use DocShuttle
Transcription Software installed on the transcoipist's PC. The second method is to upload
documents through WebShuttle. These methods ataeiesd in more detail below.

Most transcriptionists prefer typing in some tyfevord processing software such as Microsoft Word
or WordPerfect. DocShuttle Transcriptionist softevantegrates with Microsoft Word, stores
Microsoft Word templates and automatically uploadsipleted documents into WebShuttle. This
method is more efficient for the transcriptionisice it eliminates some of the steps involved in
creating Microsoft Word documents and uploading pleted files to the Web server. DocShuttle is
capable of uploading multiple documents at onckis & the more popular method for transcribing
documents in WebShuttle. This does require purobassiicense of DocShuttle Transcriptionist.

+-

Another method of transcribing documents is to $jrype the documents in a word processor such as
Microsoft Word. Completed documents can then beually uploaded into WebShuttle using the
WebShuttle interface. This method does not requirehasing any software. However, only one
document can be uploaded at the time. This methodt as efficient for the transcriptionist as the
method described above.

Any user that has been given permissions to ediihents in WebShuttle can make corrections
online. However, there is a procedure for revigyand correcting documents for Quality Assurance
before files are marked as completed. Currerilg, grocedure is only available through DocShuttle
Transcriptionist software. For more informatiofegse review the DocShuttle Transcriptionist
manual.
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