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ODMS - General Setup of
Transcription Module

Introduction

This document provides details of the features in ODMS Release 6 Transcription Module
which are commonly requested for configuration upon initial installation.
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Software Updates
It is recommended to check for the latest software updates after initial installation.

1. To check the current software version, go to [Help] > [About Transcription Module].
The following window will be displayed with the Version information.

ODMS Transcription Module Version @

Transcription Module
Version 6.2.0.0

Copyright (C) 2008-2013 OLYMPUS IMAGING CORP. All rights reserved.
This product is licensed to:

User ID: Christina Popoff
Company name: Olympus Imaging Australia
License Key:

Warning: This productis protected by Japanese Copyright Laws and
international treaties. Note that copying any or all parts of this
product or distributing copies without permission is a copyright
infringement.
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2. If the software version is not up to date, you can download the latest update by going
to [Help] > [Check for Updates].
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3. Should Automatic Updates be required, this can be configured through [Tools] >

[Options] > [Update]. The Update Check Interval can also be set.

(3 Option Settings

Folder Design Workflow

User Settings

@ Update

...... & Transcription Module

Download Path

E-mail /FTP Device Update

Transcription Module Update

[¥] Check for updates automatically

Activate this option to automatically check for available Transcription Module software updates.

Selecthow often itis executed automatically.

Checkinterval 4 <1 weeks

(2 )

Upon installing ODMS Release 6, the default download path of the folders within the
software is set to the user’s local drive. These download folders can be configured to a
shared location so that all files that are downloaded by multiple authors are visible to the

transcriptionists.

The download path of the A-G Folders can be set individually, or they can be set as a whole
by changing the download path of the Download Tray.

Set Folders A-G Individually
1. Go to [Tools] > [Options] > [Folder Design]. Click on the folder in which you want to
change the download path (eg. Folder A).

2. Under Attributes click on ‘Path’. The current download path for the software will be

displayed here.

3. To change, click on the downward pointing arrow on the right, and select ...’

Ok Option Settings

Yes
Folder A
No

Service\Tech Support\Test Dictation Folder\FolderAl -

[®][=]

Restore Default

Folder Design Workflow User Settings E-mail / FTP Device Update
-V} Dictation Tray
=7 E3 Download Tray Bl |
L.[Vifx Folder A -

A .

[V|7g FolderB ‘ ; At;lnt:’utes

[V Folder C N’;fnee

B Folder D Synchronize Folder Name

[V|Cg FolderE

[V|Z¢ FolderF Encryption

[VIg Chrissie Password
Recording Folder Ownership

NU
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4. The Browse For Folder Window will appear. From here select the folder you would
like to change your download path to. Once you have highlighted the folder press
lOK,

Browse For Folder @

>

Desktop
> 4 Libraries
> A Chirstina Popoff
- 1M Computer
-G‘j Network
»[E3 Control Panel
£ Recycle Bin
., DNS Profile
. New folder
. ODMS R6.2.0 &

m

[h_‘lake New Folder ] ok |[ Cancel ]

5. Press the ‘Apply’ button at the bottom of the Options Window to save your changes.

| ok || cancel || oy |

6. You will be prompted with the following message asking you to confirm that you
would like to move all dictations from the old download location to the new download
location. Press the ‘Yes’ button to confirm. You have now remapped the download
path of the folder.

e = = B

@Y Are you sure you want to move all of the dictations from the old
€W location to the new location you have selected?

Set All Folders in Download Tray
1. Go to [Tools] > [Options] > [Folder Design]. Click on ‘Download Tray’.
2. Under Attributes click on ‘Path’. Unlike when setting the individual folder, the current
download path for the software will not be shown.
3. To set the new path, click on the downward pointing arrow on the right, and select
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3k Option Settings

L ® =]
Folder Design Workflow User Settings E-mail / FTP Device Update
=-{Vi Dictation Tray
&-[iE4 Download Tray 4] ‘
/| a Folaer A 4 1. Attributes
[V]7g FolderB 3
97 Folder C Enabled Ye§. .
— Name Download Tray
'D Folder D Synchronize Folder Name No
[V|7g FolderE =
{VIT¢ Folder F Ownership Restore Default
Chrissie 4 2.Actions
-{v[% Recording Folder Auto Download u
-7, Outbox > Format Conversion No

4. The Browse For Folder Window will appear. From here select the folder you would

like to change your download path to. Once you have highlighted the folder press
IOK,

IS

Browse For Folder (23]
Bl Desktop o
b Libraries

> | & Chirstina Popoff

> 1M Computer

4 “! Network

> B8 Control Panel
& Recycle Bin

> . DNS Profile

> 1. New folder

> |, ODMSR6.2.0 <

m

MakeNewFolder | oK | | Cancel

5. Press the ‘Apply’ button at the bottom of the Options Window to save your changes.

[ OK H Cancel H Apply ]

6. You will be prompted with the following message asking you to confirm that you
would like to move all dictations from the old download location to the new download
location. Press the ‘Yes’ button to confirm. You have now remapped the download
path of all folders within the Download Tray.
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Auto Download & Download Options

For convenience, it is possible to configure the software to automatically download all
dictations from the recorder upon connection of the device, delete downloaded dictations
from the device, and apply routing rules.

Configuring Auto Download
1. Go to [Tools] > [Options] > [Folder Design]. Click on ‘Download Tray’.
2. In the Actions section, highlight ‘Auto Download'.
3. Click on the downward pointing arrow on the right, and select ‘Yes’

3¢ Option Settings (7 ][]
Folder Design Workflow User Settings E-mail / FTP Device Update
-V} Dictation Tray
&-[ZfE3 Download Tray Al
f - Z
i..[V]Ta Folder A | =
[T Folder B 4 1. Attributes
= Folder G Enabled Yes
2]:f Folder Name Download Tray
3 Fold rE Synchronize Folder Name No
21;5 olaer Path X:\Customer Service\Tech Support\Test Dictation Folde
215 Folc_!er»F Ownership No
i..[¥]Tg Chrissie 4 2. Actions
..[7[[5) Recording Folder Auto Download No [+]
-7, Outbox Format Conversion Yes
R E-mail Send via E-mail
L. [V)FE FTP Send via E-mail (Alternate Profile) WO

4. Press the ‘Apply’ button at the bottom of the Options Window to save your changes.

OK H Cancel H Apply ]

The above method will apply this setting to all folders within the Download Tray. Should the
setting only be required for a specific folder (Folder A-G), the above method can also be
applied to an individual folder.

Additional Download Options

Sometimes it may be required that all dictations are downloaded to a single folder, or routed

to specified folders based on the Author or Worktype ID regardless of which folder they have
been recorded under on the device.

Additionally, it is possible to configure the software to delete dictations from the device after

they have been successfully downloaded.

Single Folder Download Destination
1. Go to [Tools] > [Options] > [Workflow]. Click on ‘Advanced Download’
2. Check the ‘Download all dictation to...” box.

(> Option Settings @
Folder Design Workflow User Settings E-mail / FTP Device Update
Workflow Advanced Download
i-i= General When enabled, all files are downloaded from all the Olympus Device folders according to the
f§» Download following conditions.
-7 Advanced Download Automatic download is done according to the automatic download settings for the [Download Tray].
[¥ Import
[F] Author [¥] Download all dictations to...
T Worktype

= © Specific folder: FolderA
..\g8 Direct Recording peciiiciolder: older E]
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3. Press the ‘... button to select the desired destination folder. And select OK

Modify Destination Folder (===a)

= oK
=-{£4 Download Tray
R Folder A
--[7g FolderB
..{7¢ FolderC
..[{p FolderD
..[Cg FolderE
..[Cf FolderF
“.[og Chrissie

4. Press the ‘Apply’ button at the bottom of the Options Window to save your changes.

o[ ] [ mom ]

Delete Downloaded Dictations from Device
1. Go to[Tools] > [Options] > [Workflow]. Click on ‘Download’.
2. Check the ‘After downloading file(s), delete the original files(s) box. You can also
choose to display a confirmation window before deletion from the device, and

whether to delete encrypted files.

Delete
After downloading file(s), delete the original file(s)

(| Display confirmation dialog
("] Delete locked file(s)

3. Press the ‘Apply’ button at the bottom of the Options Window to save your changes.

B [

Routing Downloads by Author or Worktype ID
1. Go to [Tools] > [Options] > [Workflow]. Click on ‘Advanced Download’

2. Check the ‘Routing according to the following conditions’ box.
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> Option Settings

Folder Design Workflow

User Settings E-mail / FTP Device Update

[ workflow
General

..... 4+ Download
..... /% Advanced Download
.... ¥ Import
..... [7] Author
?‘ Worktype
.|g8 Direct Recording
-3l Hands Free Recording
Voice Recognition

» Receive
--Agy Notification
..... {&> Auto Collection
..... & Logging

Advanced Download

When enabled, all files are downloaded from all the Olympus Device folders according to the
following conditions.
Automatic download is done according to the automatic download settings for the [Download Tray].

[¥] Download all dictations to...
() Specific folder: FolderA

@ Routing according to the following conditions:

Create arule to sort dictations into different destination folders based on dictation Author ID
and Worktype ID.

Rules are applied in the order they appear.

Ifthe destination folder has encryption attribute set, unencrypted dictations will be encrypted

using the encryption password set on the folder. Encrypted dictation will be left untouched.

3. Press the ‘Add’ button. The Rule Settings window will be displayed.

Author ID Worktype ID Destination

Add...

4. Enter the Author or Worktype ID and press the ‘..." button to select the desired
destination folder and select OK.

Rule Settings @

Specify Author/Worktype ID and corresponding destination folder.

Author ID: POPOCH
Worktype ID: MEMO
Destination Folder: Chrissie G

[ OK } [ Cancel ]

5. Press the ‘Apply’ button at the bottom of the Options Window to save your changes.

OK H Cancel H Apply

Notification

The software can be configured to notify a user when there are new dictations ready to be
transcribed. By default, this feature is enabled, however there are some situations where the
user may wish to have this feature turned off. Most notably, when Dictation Module and
Transcription Module are installed on the same computer.
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1. Go to [Tools] > [Options] > [Workflow]. Click on ‘Notification’.
2. To disable notifications, uncheck the ‘Enable notification for new dictations received
every’. Alternatively, you can adjust the time intervals for notification.

(3 Option Settings 7|3

Folder Design Workflow User Settings E-mail / FTP Device Update

@ Workflow Notification
..... i~ General

..... %+ Download

..... 4} Advanced Download
..... ¥ Import

..... %> Receive

..... 1 Notification

,,,,, 3 Routing

-2 Voice Recognition
..... & Transcription

..... T Worktype

.... {& Auto Collection

""" & Logging C:\Windows\Media\Notifywav > | m

[] Enable notification for new dictation received every
10 = Set notification folder

Auto Collection

It is possible to configure the software to send dictations which have been typed to the
Finished folder, or set a routing rule based on Author ID or Worktype ID that sends the typed
dictations to specified folders.

Send to Finished Folder

1. Go to [Tools] > [Options] > [Workflow]. Click on ‘Auto Collection’.
2. Check the ‘Activate Automatic collection function’ box and select ‘Move the finished
dictation in ‘Download Tray’ to ‘Finished’ folder’.

Automatic Collection

When enabled, finished dictation is moved to the specified folder automatically.

Activate Automatic collection function

@ Move the finished dictation in ‘Download Tray to ‘Finished' folder

3. Press the ‘Apply’ button at the bottom of the Options Window to save your changes.

[ OK H Cancel H Apply ]

Routing Finished Files to Specified Folders

1. Go to [Tools] > [Options] > [Workflow]. Click on ‘Auto Collection’.
2. Check the ‘Activate Automatic collection function’ box and select ‘Use a rule’
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Automatic Collection

When enabled, finished dictation is moved to the specified folder automatically.

Activate Automatic collection function

() Move the finished dictation in ‘Download Tray to ‘Finished" folder

@ Usearule

Create rules for moving finished dictation files from the Download Tray to a specified folder

based on the Author ID and Worktype ID of the dictation file.
Rules are applied in the order they are shown.

Author ID

Worktype ID Destination

3. Press the ‘Add’ button. The Rule Settings window will be displayed.

Author ID

Worktype ID Destination

Rule Settings
Specify Author/Worktype ID and corresponding destination folder.
Author ID: POPOCH
Worktype ID: MEMO

Destination Folder:

Chrissie E]

=

[ OK ] [ Cancel

)

4. Enter the Author or Worktype ID and press the ‘..." button to select the desired
destination folder and select OK.

5. Press the ‘Apply’ button at the bottom of the Options Window to save your changes.
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OK H Cancel H Apply ]

Auto-Backspace

The Auto-backspace feature will rewind the recording by a short set amount of time when
the typists stops playback.

1. Go to [Tools] > [Options] > [User Settings]. Click on ‘Playback Control'.
2. Use the Up and Down arrows to adjust to the desired length of time.

Auto-backspace

1.0 +| Second(s)

3. Press the ‘Apply’ button at the bottom of the Options Window to save your changes.

ok ) [cmen ][]
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