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Preamble

UCMG Transcription Services provides the University of Calgary Medical Group
(UCMG) members with necessary transcription services specific to capturing and
translating a Clinician dictation, creating a transcribed medical report, and facilitating the
distribution of the medical report to dedicated locations (including Sunrise Clinical
Manager and Netcare) that are responsible for the collection and management of the
patient legal record of care.

Transcription Services utilizes the dictation-transcription solution, Dragon Medical 360 |
eScription from Nuance. The eScription solution is an industry leading platform for
computer-aided speech-recognized medical transcription that is more efficient than
traditional transcription; improving turnaround times, reducing transcription costs, and
improving clinical workflow and efficiencies.

About this Step-by-Step Guide

The purpose of this guide is to provide Clinicians with clear and easy-to-understand
instructions and information required to complete patient dictation and ultimately
approve the transcribed patient report in the eScription solution.

The guide is best used in conjunction with the user having direct access to a phone
(landline) for dictation and a computer for approval of completed patient reports.

If a user has any questions or concerns regarding this guide or eScription itself, please
contact UCMG Transcription Services by phone at (403) 592-5200 or e-mail at
UCMGTrans@ucalgary.ca.
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The Dictation — Transcription Workflow

Outlined below is a high-level depiction of the complete UCMG Transcription Service process that takes a Clinician

dictation from initial recording through transcription to approval and final distribution.
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New Users - Onboarding Process

UCMG Transcription Services provides and manages UCMG Member Clinicians with
dedicated “Speaker Codes” that will allow the Clinician to access the eScription dictation
system. User Names and Passwords are also provided to allow Clinicians access to the
online NetScript portal to review and approve transcribed medical reports.

All UCMG Member Clinicians and Trainees must use their uniquely assigned Speaker
Codes to access the eScription dictation system.

User Names and Passwords are required to access the online UCMG Transcription
“NetScript” portal.

o <ol

Speaker Codes, User Names, and Passwords must NOT be shared at any time for any
reason.

The UCMG Transcription Services onboarding process is a formal process designed to
provide new Clinicians and Trainees with timely and consistent access to its dictation-
transcription services.

The first step in completing the onboarding process is to complete the UCMG eScription
User Profile Form. The form is available for Physicians and Residents at the UCMG
eScription website. Once the form is properly completed and submitted, your profile will
be set up and you will receive instructions and credentials via your provided e-mail

All users will be required to acknowledge and follow the University of Calgary password
policy.

If a user has any questions, concerns, or requires assistance with the onboarding
process, please contact UCMG Transcription Services by phone at (403) 592-5200 or
e-mail at UCMGTrans@ucalgary.ca.
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Transcribed Reports in eScription

Introduction to NetScript

The UCMG eScription solution uses a web-based client that allows clinicians to review
and listen to dictations, review, edit, pend, and electronically approve (sign) transcribed
patient reports.

' Printed copies of the patient's medical report may be obtained through Sunrise Clinical
® Manager or Netcare.

The eScription NetScript portal can be accessed from anywhere, at any time using
Internet Explorer and an internet connection. The solution runs 24 hours a day, 7 days a
week, 365 days a year.

The NetScript URL is: http://www.escription.ca/.

' MS Internet Explorer is the only supported web browser used to access NetScript.
[ ]

VERY IMPORTANT!
'7 '7 Entering the URL http://www.escription.ca will open the eScription home
page

In the CUSTOMER LOG IN field enter UCMG and select Log In button. See
Logqing into NetScript for instructions (following pages).

If a user has any questions, concerns, or requires assistance with the UCMG NetScript
portal, please contact UCMG Transcription Services by phone at (403) 592-5200 or
e-mail at UCMGTrans@ucalgary.ca.
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The Anatomy of a Transcribed Report available in NetScript

¥/ Blanks

Hide Dictation Header

Status: UNSIGNED Dictation ID: 102222

Patient Name: PIEM UCMG eScription, Dharamshala Speaker: TST_TestDoctor7, DoctorRU (5000)

Dictated Date: 2014/06/17 06:11:09 AM MDT Procedure Date: 2014/03/12

Account Number: 100041607787 Business Entity: RRDTC-Rheumatology Header
Medical Record Number: 2160036863

‘Work Type: Letters (50)

DoctorMD TST_TestDoctor3 MD MRCrEEACP FCCP UCMG Transcription Services 414 1011 Glenmore Tr. SW Calgary AB T2V 4R6 00|
Doctor]Z TST_TestDoctor] MD MSc FRCPC UCMG Transcription Services 414 1011 Glenmore Tr. SW Calgary AB T2V 4R6 S

asymptomatic for the rest
September and remains per.

arms and has

medication

forearms bilaterally.

(:{any thanks for asking me to see this 57-year-old woman fol“eyaluaticn of
severe episodic pruritus involving her arms. This problem dates Uhgut 10

vears. She typically would develep the itch in October and it would L3

for = few months before resolving completely. She would remain

the year until the following October.

Recently the problem has becems more severe. It began last year in

hands. She does not complain o
appreciated any weakness. She has never suffered a neck
injury. She cannot recall when her last x-ray of the neck was.
Occasionally when startled, she develops a "lightening-liks" shock down
both arms which lasts for micros

She is otherwise well with minimal problems and is curren tly on no
he has no medication allergies. Buttons

Examination of her arms and dorsal hands was essentially normal with the
exception of some mild lichenification but no erythems involving the

N

. It is alsc moved to olve her dorsal
any numbness or tingling involving her

econds.

Text Action

I Save Only I I
| Listen |

Save & Sign I
Pend with Note |

Header:

Provides information regarding the transcription relative to the
patient, patient demographics, dates, clinic (Business Entity),
speaker, and signing (approving) clinician. (Header information
cannot be edited in NetScript.)

Transcription
Text:

Text specific to the patient report in the text box can be viewed and
edited by the user.

CC’s:

Outlines a list of Carbon Copy recipients, including the name of the
Addressee.

Action
Buttons:

Action buttons allow the authorized user to perform various actions
on the transcribed medical report before it is approved and
distributed (Save & Sign). Action Buttons are:

CC List button: Allows for the addition of additional CC recipients.
Save Only button: Following changes, the user can save changes.
Listen button: Allows user to listen to original dictation.

Pend with Note button: Allows user to ‘pend’ the report with
notations to the Transcription Services Office.

Save & Sign button: Following review and completion of any edits
selecting the Save & Sign button will move the report into the
distribution process.

eScription Step-by-Step Guide
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Using NetScript

Logging into NetScript

NetScript is designed to operate using MS Internet Explorer (IE). A user may find that
other internet browsers work; however, their functionality may be limited and any
issues found will not be supported by UCMG Transcription Services.

as a trusted site. See Installing ActiveX reference for instructions on setting up MS

' User must have the eScription web page set up in MS Internet Explorer internet Options
L Internet Explorer.

Step 1 —Open MS Internet Explorer
Using the shortcuts or the main menu bar on the computer, open MS Internet Explorer

Enter the URL http://www.escription.ca
The eScription home page will open.

In the CUSTOMER LOG IN field enter UCMG and select Log In button.
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Step 2 —LogIn

The UCMG eScription Windows Security window will open.
In the appropriate fields enter:
e Your assigned UCMG eScription NetScript User name
e Your assigned UCMG eScription NetScript Password

The server www.escriptiontest.ca is asking for your user name and
password, The server reports that it is from University of Calgary Medical
Group,

. = }

|| Remember my credentials

Select OK button

Note: To prevent unauthorized access of the application do not select the
Remember my credentials check box.

The eScription EditScript Online page will open.
This page allows Clinicians to access NetScript. NetScript allows Clinicians to
perform activities such as completing electronic signature, viewing and editing
patient reports, as well as listening to dictations.

|
- = : !
LB ()| & nttps/fvescri, O~ @ C || @ eScription: Streamline Med.. % ok
File Edit View Favorites Teols Help x ﬁColwerl - Select

{.1_‘5 Google || Sheri's Favorites =

@§cription

University of Calgary Medical Group
Welcome, University of Calgary Medical Group, to EditScript Online!

Through this secure website, clinicians, administrators and MTs can
obtain the information and tools they need to work productively

with the EditScript™ solution, For example:

Administrators can view reports, download software, and fill out
trouble tickets.

Clinicians can access dictations and electronically sign documents.

MTs can download software and get information about editing and
transcribing.

In the Online Tools section, users have access to a variety of
interactive information sources to help them use EditScript more
effectively. You can join forums, access a knowledgebase,
download utilities, view service announcements, and more.

If you have any guestions about EditScript Online, please contact
your Transcription Administrator.

eScription Step-by-Step Guide Page 10 of 39
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Changing your Password

All users will be prompted to change their password on their first log-in to the NetScript
portal. Users will be required to create a password that complies with the University of
Calgary password policy, which indicates that passwords must have a minimum size of
7 (seven) characters in length and meet at least three of the following complexity
requirements:

e Must contain a minimum of 1 upper case alphabetic character.

e Must contain a minimum of 1 lower case alphabetic character.

e Must contain a minimum of 1 numeric character

e Must contain a minimum of 1 special character

You can always change your password anytime you wish, when your password expires,
or if you feel your password has been compromised in anyway.

9r° If your password has expired you will not be able to access the eScription solution until it
is reset.

Step 1 —Open MS Internet Explorer and Log into EditScript Online

Follow Logging into NetScript instructions.

From the EditScript Online page.
Select the Clinicians link.

Select the eSignature hyperlink.

ﬂ@|d It v scriptieTles o/ UG B = @O | escription: Stresmbng Med ok
Fle Bt View Fresrtes Took Help
i [ Sign into Oftice 363 ol Sberta Health Senvices - . W8 AHS [ & eSoiption - Heme: [l vahoo 2 esoiption Stresmbine Med..

-

—
p - ..

Homs

= Adminiztratars

University of Calgary Medical Group
= Clisigiang welcome, University of Calgary Medical Grawp, ta EdiESoript Online!
I Through this secune website, dinikians, admimnstrators and MTS Can

> Galine Toals oltain the information and toods they need to wark proguctively
with the EditSoript™ solution. For example

* Change Pasrward

> Laquit Administrators can v reports, downlosd software, and fill out
brouble Gokets,

Chimkcians can acoess dictations and electranically sign documents.

MTs can download software and get information about editing and
Erarecriting,

I the: Gnline Toolks section, users have acoess to a variety of
inkersctive information sources ko hedp them ese Ed@Script mone
effectively. ¥ou can jein farums, access a knowledgebase,
diownload ublities, view service announcements, and mons.

1F you have any questians about EditScript Onne, please coniadt
your Transcription Administrator.
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Step 2 — Change your Password
Select the Change Password hyperlink.

(2 s e msriptiontesoa UCMG D= @S @ esenpbion Strasmbne Medh. . =

Fle Edt  View Faveites Tools Help
s [ Sgn into Oftice 365 ol Bberta Mealth Services - . ol AHS (& eSoipmon - Home [ Yatoo 2 esciption Stresmbine Med.

University of Calgary Medical Group
Welcome, University of Calgary Medical Group, ta EditSoript Online!

Through this secure website, dinicians, administrators and MTs can
chitain the information and tocls they nesd to wark
with the EditSoript™ solution. For example:

Administrators can view reparts, download softwans, and Fill out
trouble tickets,

Chinkclans can access dictations and electranically sign documents.

MTs can download software and get information abeout editing and
transeriting.

In the Gnline Tooks section, users havs access to a varety of
Inferactive Infarmation sources to help them use EdrScript moee
effectively. You can join farums, access a kmowledgebase,
diownload ublities, view serice announcements, and moee.

IF you hawe any questians about BditScript Onlne, phease contact
your Transcription Administrator.

The Change Password window will open.

2 bt cpiomtes ca 1 T EE
File Edt Wiew Frecritm Toon  Fep
i [ S0 inio Dffice 365 ofs Alberta Beakn Seraces - .. w8 AHS (€ eSorption - Home [ Yoo 5] escription Sresmine k..,

(_a§cription

Change Password

Please enter your new passwond. Clck Save when you're done,

Loginid: (B000____——————————)
New paszword ©
Re-type new password -

Enter your new password in both New password field and Re-type new password
field.
Select Save when done.

eScription Step-by-Step Guide Page 12 of 39
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The change password notification page will open acknowledging successful
password change.

Select the Clinicians link to continue working.

) g v mcriptiomtest o O changepanse 2 v @G | B etomprar: Sresmine Med.. 4
File Bt Wiew Faeoites Toos  Help
g [ Signinto Office 355 s Atberta Heukh Sercices - 88 AHS [ wicription - Home [ Faheo (] secription Streamiine Med_

@ﬁc ription

The password has been changed.
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NetScript: How eSignature Works for Authorized Signing Clinician

The workflow below outlines a typical Patient Medical Report e-signature approval
process for an authorized Clinician dictation.

‘ Clinician dictates a report

‘ eScription completes a DRAFT text medical report

Medical Transcriptionist completes the edit and preparation of the
medical report

workflow rules.

The authorized “Signing Clinician” accesses his/her eSignature queue
and completes the Save & Sign (Approval) process.

eScription completes the medical report distribution (per established

‘ eScription uploads the medical report based upon signing/approval ‘
Print and Facsimile rules) and uploads copies to AHS Clinical Systems. ‘

With Clinician/Preceptor approval a Trainee may also be provided with authorized
Signing Clinician permissions.

b

See NetScript: How eSignature Works for Trainee with Signing Clinician/Preceptor.

eScription Step-by-Step Guide Page 14 of 39
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NetScript: How eSignature Works for Trainee with Signing Clinician/Preceptor
The workflow below outlines a typical patient medical report eSignature approval

process for a Trainee and his/her supervising Preceptor (an authorized signing
Physician).

‘ Trainee dictates a report ‘

‘ eScription completes a DRAFT text medical report ‘

medical report

Medical Transcriptionist completes the edit and preparation of the ‘

eScription uploads the medical report based upon signing/approval
workflow rules.

The Trainee accesses his/her eSignature queue
and completes the Save & Review (Approval)
process.

The authorized Signing Clinician/Preceptor
accesses his/her eSignature queue and
completes the Save & Sign (Approval) process.

eScription completes the medical report distribution (per established
Print and Facsimile rules) and uploads copies to AHS Clinical Systems.

The Trainee Save and Review process allows the Trainee to review, edit, save, pend,

and acknowledge (Save & Review) his/her own dictated-transcribed patient medical
reports.

The Signing Clinician/Preceptor Save and Sign process can be completed at any
time (even without the Trainee approval process being completed). Upon Saving and
Signing a medical report the report is sent into the distribution process.

eScription Step-by-Step Guide Page 15 of 39
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NetScript: Clinician Approval (eSignature) of a Transcribed Report

Step 1 —Open MS Internet Explorer and Log into eScription
Follow Logging into NetScript instructions.

From the EditScript Online page.
Select the Clinicians link.

Fle Edt View Fasrites Toels Help

o [ sign into Ofmice 305 ol Abenta Health Services - . ol AHS (@ eSoiption - Heme: [l vahoo ) esoiption Stresmiine Medl...

B mttps oo serigtivatess ca ICMGS O = @ 0 || 8 emerigtion: Sresmbne Megh..

University of Calgary Medical Group
Weicome, University of Caigary sedical Group, to EditSonpt Oniine!

Through this secure website, dinkisns, Sdminstrators and MTs can
oltain the information and tocls they need to wark procuctivety
with the EditScript™ solution. For axamphe:

Administrators can view reparts, download softwars, and Fil cut
trouble tickets.

Cliniclans can access dictations and electranically sign documents.

MTs can downioad softwares and get information about edring and
trarscribing,

I the: Online Tooks section, users hawve acoess 1o 2 varedy of
Interactive Information saurces to help them use EdeScript mone
effectively. ¥ou can jein farems, access a knowledgebase,
download utilities, view serice announcements, and more.

IF you have any questians about EJitScript Onlne, phaase confadt
yyour Transcription Administratar.

Extended hyperlink options will be available.
Select the eSignature hyperlink.

B Wt e rgtoTEst cB UG chnkcianeoint 0 = B0G | @ esonption Strearies Medi.. *

Fle Edt View Favortes Tosh Help
i [P S into C#tice 385 ofn Mberta Health Senvices - .. ol iHS (& eSoriphion - Horme [ Yahoo B escription Steamiine Med..

(€Scription

C

Clinician Information

Whelocomme o NetScript, the EditScript anline partal for Oinidan
Access and Eledronic Signature.

Here dinkians can sign documents that are deficent of electronic
signature. A Guidelines Tor Dictation section provides best

jpractices in dictating using EditSonpt. In addition, a Seanch for
Dctations link helps you find dictations based an multiple oriteria,
ncluding date, status and transcriptionist

1f you hawe m-.- quesstions, please contait your Transtription
Admanistrator

eScription Step-by-Step Guide
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Step 2 — Retrieving a Patient Report

A table of transcribed patient reports awaiting your approval will be visible.
By default, the check boxes selecting all reports are marked.

Select View/Sign button to open the reports. (Reports with check boxes selected will be
brought forward for viewing.)

- clEN
= o 1 | I ~n & T
ee s v ESCTERORET A NG e /S O = b G | 8 Ready for Signatuve | f x O
Fie Lo Vew Feontes Tock Help
v PN 500 in1e Ottice 203 e Aoy Moskes Sarvices - . els AMS (& eScopmon - Home [l Vahso @) escription Stmsmine Med.
Sach k Cutoo Cena Logez A

Ready for Signature

The following 7 documents can be signed by Dr. DoctorRU R. TST_TestDoctor? MD. Pleass select the documents to be signed and then elick the View/Sign button

I

Chieck A - Clear A

| Ty Saam MQRerd o, DicaiedDue  TrmcibedDaie SO0 BuineEady PO Prieriy
s -----.--------.
2 N Dupeting D0 Ut Heowd

Jlf¢ Ot ,:ismm wour e .’:“‘% Lo Gt 210034832 mm‘&m m:,‘:‘:,'}m m u
¢ wa el wose  omn g:wg o Usgosd 2100036863 100041607787 o) 1;1;{;: A i Sttty N
=] m}’ﬁ?&;‘ sy 03332 g:‘;:‘:‘ ‘1‘;‘0’:‘ Uswgoad 2100036857 100041607789 :1’;;:;.\1 1052;11“.‘8(';0'( SHC Moaley

TET_Tostioceoe’, PEMUCMG  Leown rppgogld B061?

4 \& s D\‘(“\"R‘.‘lfﬂ)’? fooas pliraat) Serignon, Goe 50 Usugned 1100050807 10034360788 ”l;n!;rt\.\‘ 10:45.27 AMMDT S10C Momley H
(2)¢ == i wossy s e;'f:t::" LU Usegoed 16035607 100MIE0TIES ;)x‘;:;z;;x g i3y ey N
-t Teag A2 v

Note: Clinicians acting as Preceptors for Trainees may have color coded
reports in their queue:

Green Indicates that the Signing Resident has Reviewed the report and is
now ready for the Preceptor to Review and Sign

Red Indicates that the Signing Resident has not Reviewed the record. It is
indicated as outstanding. However the Preceptor is still able to open
to Review and Sign. (This will move the patient report into the
distribution process.)
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A New Dictation view will result

The Clinician can now review the transcribed report and complete various actions
and/or activities.

Select Save & Sign button to move the report forward into the Distribution process.

. - oEH
-\r\;"}(_:iﬂ @ Hetpr oo ancrpliontent.ca MG e Seriy 3+ € || ey o Gt ) Viem Dictaion . -

Fle Edt View Fosiites Tosls  Helg
% [ Signin bo Office 365 ofls Alberta Heabh Serviees .. oo AHS (i eSeription - Home (i Yahoo &) eseripton Seeariing Med..

Highlaght Contral
| Blanks

- Hide Dictation Header

Srarus: UNSIGNED Dictation ID: 10222

Patient Name: PIEM UCMG eSenpton, Divramshals  Speaker: T5T_TewtDacroe?, DoctorRU (3000)

Dhctated Date: 2001406717 06:11:0% AM MDT Procedure Date; 2014700312

Account Number: 100041607787 Busimess Entity: REDTC-Rheumatclogy

Madical Record Mumber: 2160056863

Work Type: Letters (300

DectorMD TST_TestDoctor3 MD MRECPC FACP FOCP UCMG Transcription Services 414 1011 Glenmore Tr. SW Calgary AB T2V 4E6

[ Save Dty [ Save & Sign ]
[ Listes [ Pard with Hot ]
ety in Dosumenn Lt lafl

After reviewing and signing a report, the next available report will be made available to
review and sign.

Reports will continue to advance until all available reports are reviewed and signed.

Once a patient medical report is Saved & Signed it is considered complete and is
automatically sent into the distribution process, including uploads to SCM and Netcare

If the medical report has any errors or omissions it can only be updated or corrected
through a formal “Cancel” process requiring the signing Clinician/Preceptor to contact
Transcription Services and once edited will require repeating the Clinician Approval
(eSignature) process.

)
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Step 3 — Close NetScript
When there are no further reports for review and signing you will receive “There are no
documents available for signature” prompt.

Select Logout to ensure you properly close out of the system.

Close any remaining open Internet Explorer pages.

o & hipn menzhicreat.ca t P-adc 3 Fomachy for Signature

5 [50n inio e 305 e Mbens Hesth Senices- .. 2 See What'sHot 1112 = 2 WidTageni Gamesso. = (8 2H5 o] SBL (& eSoiption - Biome ([l Yoo ] escipton Snesmbine Medl

[ — Lo
Thee ae a0 Sorurmets aviclable G agaarse by Dy, Dect™MER N TST_TeaDocre? KD

Please click oo your Back bunen 1o comtimne
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NetScript: Pend a Transcribed Report with a Note

A user can ‘pend’ any transcribed document before it is signed. Pending with a note for
a transcribed report will provide information to Transcription Services.

Reasons for pending a medical report may be:
e Errors in Header information such as Patient name, incorrect MRN, Procedure
dates, etc.
e A report text requiring extensive editing.
e Necessity to cancel the report (before it is signed).
e Requirement to add additional recipients not available in the CC distribution list.

It is advisable that reports needing extensive editing be cancelled and re-dictated.

)

Step 1 — Retrieve a Document

Follow the steps required to open and retrieve a patient report.

- omm
| @ respa mucsiptiomtantca UC G et it 2 - r ] - — =y — * o

e Edit ew  Fasiites Tosks Help
¢ [ Signin to Office 365 wlls Alberia Healh Sendices - . ol AHS (¢ eSeription « Home [l Wahoo &) eseripsion Sveamline Med_.

Haghlaght Contral
| Blanks

- Hide Dictation Header

Srarus: UNSIGMED Diictation ID: loz223

PFatieni Name: PIEM UCMG eScrpaon, Diaramshala Speaker: T5T_TesutDaocios?, DoctarBL {3000)

Dactated Date; 20014061 T 06 11:09 AM MDT Procedure Date: 20140312

Account Number: 100041807787 Busimess Entity: FRDTC -Rheumaiclogy

Medical Record Number: 1160056863

Work Type: Letrers (30

DroctorMD TST_TestDoctor MD MECPC FACP FOCP UCMG Transcription Services 414 1011 Glenmare Tr. SW Calgary AB T2V 4R6

| ‘Save Only 1l Save & Sign ]
[ Limlem [ Perd wih Note ]
Eetun i Docugsen Lt lafl
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Step 2 — Pend with Note

Select the Pend with Note button.

: - oEN
-:’:T:-l: 2 e wscrpticrtunt ca/ U Chi et Serion £3 i 6 || Ry e Sigatern & ¥irw Dictation <l N+
Fle E Wiem Favedites Tools Help
o [ Signin o Office 365 ol Albseria Health Services . olu AHS ([ eSeriptien - Heme [ff] Yahoo 2] sseription Searmiine Med..
Highlaght Contral
| Blanks

- Hide Dictation Header

Starus: UNSIGNED Dictation ID: 102222

Patient Mame: PIEM UCMG eSerptaon, Disaramshala Spraker; TST_TestDoctor !, Dactor RLT(3000)

Dictated Date: 20140617 06:11:09 AM MDT Procedurs Date: 2014m312

Ascount Number: LOD04160778T Business Entity: ERDTC-Rheumatclogy

Madical Record Number: 2160036863

Work Type: Lethers (300

DoctorMD TST_TesiDoctord MD MRCPC FACP FOCP UCMG Transcriphion Services 414 1011 Glenmare Tr. 5W Calgary AB T2V 4R6
B
v
Bt ip Documen Lt lafl
A Pending Page with text box will open.
Enter the reason for pending the patient report.
-oEN

ei\:) 2 bmps escriphiontest o A et o-ac | ) Ready Ton Sigaature £# Perefiog Page

Fle EdE View Fmobe Toch Help

5 [ S in b Office 355 8 Alberta Fath Sericen - olls AHS (¢ eScripsion - Home [ ¥ahos ] scripsion Streaming blad_..
Pending Note for document 102222; TST_TestDoctor?, DoctorRLN R MID {5004
Cancel

Select OK button.
The pending note for the document will upload.

The medical report will be removed from the Clinician eSignature queue and the status
will be changed to Pending.

Once changes are made by Transcription Services, the updated patient medical report
will be available in the Clinician’s eSignature queue — Ready for Signature.
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NetScript: Add a CC to a Transcribed Report

A User is able to add an additional CC to a medical report.

' To be compliant with the Health information Act and Privacy and Security Legislation, all
® reports CC’d to a clinic must indicate a specific clinician.

Step 1 — Retrieve a Document
Follow the steps required to open and retrieve a patient report.

The current CC recipients are shown in the header area.

Note: An Addressee is always noted as a CC recipient.

- omEm
@@|¢ Hetpe: ' ovsri mwcrptiontunt.ca JCM veriet Scrib S5+ b € || Ry fom Gigmaters | £ Yiw Dictation 1 ho* L
Fle Edt ‘iewm Fowiiles Tosks Hep
S [ Signin b Office 365 oo Albenta Health Serdces - . ol AHS (& eSenption - Hame [l Yaboo 2] eseription Stresmiios Med_..
Highlaght Contral
1 Blanks
- Hide Dictation Header
Status: UNSIGNED Dictation ID: 102222
Patient Name: PIEM UCMG eScnptaon, Dharamshala  Speaker: TET_TestDaocton?, Dactor R {3000)
Dictated Date: 20140617 08 11:0% AM MDT Procedure Date: 201403012
Account Number: 100041807 78T Busimiss Ewtity: ERDTC-Rheumatclogy
Medical Record Number: 1150056863
Work Type: Letters (300
CC List

[D\xbm.\dl] T5T_TestDociord MD MRCPC FACP FOCP UCMG Transcription Services 414 1011 Glenmare Tr. 5W Calgary AB T2V 4R6 ]

Many thanks for asking me 1o see s E7-year-old woman for evaluation

I Save Only [ Save & Sgn ]
1 Listes || Pt with Moike |
Benu in Documend Last lafl
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Step 2 — Add a CC Recipient

Select the CC List button.

The CC List page will open.

-8
e 2 hps sscnphoniectca ) | ot bl 1~ .',5l|.uq'ubm B CC s L
File Et View Freites  Tooks  Help
& [ Sign in ke Office 355 ¥l Albarts Hesks Service - . #8 AHS [ adicription - Home ] Yaheo ) secripsion Stramiine bed_.
0T List For Dictation 102217 L
| Satech
Curreat CCs
TST_TuwtD oML
o MName Address
I Field Ambulance Detackenene, Genenal Sic Arthur Currss Bldg. 4225 Crowchild Tr. 8W Calgary AB T3E ITE
Aarce, Shawn Dmizrwa Geseral Hospital 300 Smyth Bd Oimawa ON K1IH 8L6
Anied, Sephen 107 HMER Usiversary of Albema Edmeeton AR Tel 252
Ansman, Edvwasd PO Blom 9 Rocky Mountas Hosse AB T4T 1A1
Abbas, Tahir Saskmoon Cancer Centre 20 Campus Dr. Saskatoon SE 5TH 4H4
Abbasi Dexfouly, Nader #912 - 107 5o NW. Edmomion AB T3] 185
Abban, Marjan 169280 - B Ave NW Edmongon AB T3R 4HS b
= S ———— P ———

The list of current clinicians receiving a carbon copy will be identified in the Current
CC'’s box.

A list of available clinicians and their delivery demographic is preloaded into eScription.
Clinician names are in alphabetic order. A CC recipient can be added by adding a check
mark beside their name.

Because the list of clinicians is extensive, it is best to use the search function to find a
CC recipient.
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Step 3 — Search for a CC Recipient

In the Search field type the last name of the clinician. (Partial letters may be used.)

CUMMING SCHOOL OF MEDICINE

Select the Search button.

A summary of possible clinician names will result.

(G httpec! e e ripticnbert.ca/ LC WG serdat Sonbe 0« @ &
Fila Edie  Yiew Favortee Toch  Help

s [ 5o in o Oce 203 e Mbens Hesth Services - . W0 AHS (& eSoiption - Home Il vahae 2] scrgtion Streariing Med..

CC List For Dictation 182212

Current CCs
T7_Teatlagtors, DooromiD |

cC| Nanve Addiress
[ | TST_TestDocsorl, DoctordZ | UCMG Transcription Services 414 1011 Glznmere Tr. SW Calgary AB TZV 4RS Canada
[ |TST_TesiDoctar?, DoctarSA | 414 1011 Glenmaore Tr. 8W Calgary AB T2V 4RS Canada
] | T8T_TestDiocsord, DeciorMD |UCMEG Trasscriptics Services 414 1011 Glenmere Tr. SW Calgary AR TV 4RE Canada
[m] .'I'ST_TﬂﬂJoum-l. DoctorWH (414 1011 Glenmore Tr. SW Calgary AB T2V 4R Canada
[ |'TST_TestDoctors, Doctacls |10 HSC 3330 Haspital Ds. NW Calgary AB TIN 4N1 Canada
|TST_TesiDocsart, DoctorAG | UCMG Transeriptioe Services 010 HSC 3330 Hospisal De. NW Calgary AB TIN 4N1 Canada

[ TST_TestDoctar7, DoctorBL) | 414 1011 Glenmare Tr. 5W Calgary AB T2V 4F6 Canada o

Step 4 — Select a CC recipient

Place a check mark in the box beside the desired name by clicking the in box.

The clinician’s name will appear in the Current CC’s box.

B NN ERTRRAERLR MG Sy S O < B G
File  Eilt Wes  Fearns Toak  Helg

e [ Sige in 1o Office 363 ol Siberta Health Services - .. ol &HS & «Seriptien - Home: [l Voheo B esoiption Sireamiine Med...

CC Lint For Dictation 102222
[ Foew Gomact_ ][ Caeeel | [0F]

Currest CC3

TST_TawtSoceord, Doctosb
TET_Teestlvororl. Doctordl

LK Name Auddress

= | TST_TesiDoctor], DoctorfZ  UCMG Transcriphion Services 414 1011 Glemmore Te. W Calgary AB T2V 4R6 Camada

1 | TST _TesiDactor?, DectarSA 414 1011 Glenmere Tr. 5W Calgary AB T2V 4RS5 Canada

= TET_TenDestecd, DectarMD  UCMG Transesiptass Services 414 1011 Glesssese Te, SW Calgary AB T2V 4R6 Casida

O | TST_TeniDectord, DociorWH 434 1011 Glenmore Te. 8W Calgary AB T2V 4RE Canada.

1 |TST_TesiDoctors, Dociorfs | 010 HEC 3330 Hospital De. MW Calgary AR TIN 4N] Canada

1 | TST_TestDaoctors, DoctarAG | UCMG Transcription Services 110 HSC 3330 Hoapital Dr. NW Calgary AB TIN 481 Casada
L1 |TST_TesiDoctor?, DociorBLT 414 1011 Glenmore Tr. W Calgary AB T2V 4RG Canada

o
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Note: To remove a name from the CC list deselect the check mark by clicking the box
beside the name.

The check mark will be removed and the name in the Current CC’s box will also be
removed.

When finished editing the CC List select OK button.

T I BT UG et S O = @D

File  Edt Wiew  FRarns Took  Halp

i [ Sagnin 1o Ofice 365 ol Mibots Heakh Services - . ol AHS (& eSoiptien - Home [ Yeheo 2] esoiption Sreamdine Med..

CC List For Dictation 102222
[ e Comert_ [ Gt %

Curreat OCs

TST_ImstDocoard, Doctosdid
TET_Tescloatorl, Destordi

CcC Namip Addrass

= TST_TesiDocior], DociarfZ  TCMO Transcription Services 414 1011 Glenmore Tr. 8W Calgary AB T2V 4R6 Camada

1 TST_TesiDoctor?, DoclarSA. 414 1011 Glenmecs Tr. 5W Calgary AB T2V 4R6 Canada

» TET_TenDocterd, DoctardhD) UCMG Transcaptas Services 414 1010 Glesmscne Te. 5W Calgary AB T2V 408 Casada

[ | TST_TesiDoctord, DociorWH 414 1011 Glenmoece Te. 8W Calgary AB T2V 4RS Canada

1 | TST_TesiDociors, Dociarfs 010 HEC 1330 Hospital De. KW Calgary AR TIN 4N1 Canada

1 T3T_TesiDoctors, DoclarAG | UCMG Transcription Services 0110 H3C 3330 Hospital Dr. NW Calgary AB TIN 431 Casada
L1 TET_TestDioctorT, DoctorBLT 414 1011 Glenmore Tr. W Calgary AB T2V 4RS Canada

W

The patient medical report will be visible and the new or adjusted CC List will be
displayed accordingly.

& Wtips. ) e anriptiriustca/ ICUG pemden Serks 0 - @ &
Fie Bt View Foostes Toch Heip

w4 [ Sgn into Office 365 /s Alborts Heath Serdcmc . W0 AHS [ adeription < Heme [l Vit &7 mvcsption Stresmiing Med ..

Fghlghs Comred
A Bisnks
© Hide Déouacian Hiader
fatmc IROKED Ticiation [B: LR Fatbeni Ham: FIEM UChil sdcrpon, Dimransbaly
Spmaker T5T_Turacior], Docorft L ( S00: Diciaind Dain: 304081 T 051140 AW LIDT Frocedurs Duis: Ml
Anspum Nember: 10004 18ITTET Wi Dadiy REDTC: Ebematniony Nindical Recerd Namber: 10S000£587
Wark Trpe: Lattern (30
Colm

Duenei T2 TST_TiwDecin | MI Sz FROPT UDWIG Trassespton Savites 14 1011 Jlemsore Te. 50 Calgary AB TIV 3%
Doemor WD THT_TeatDedenti WD WRCPT FACR FOCP DTG Trascripnas Sanos iR 1001 Glanioss Tr 5 Cagary AB TIV RS
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Step 5 — Save or Save & Sign
Once editing of CC List is complete the User is able to Save the edits by selecting the
Save Only button.

If the medical report is now ready to move into distribution the User can select the Save
& Sign button.

- o EN
L

a@‘._?mm [ ———————— 8 Mnndiy Fos Siguaturs i Voww Dickatian ¥
Fie Bt View Foosin Toch  Hep
v [ San i to Office 365 ¥6 Albarka Health Seneces -

s AHE [ eSerigtion < Here [ Vahos &) mcapion Steambse Med..
Fhghlghs Comerol

W Blanks

Mide Dyvrzanian
St [RAKINED Dretation [ R Fatiant ¥am: FIEM DCh0 aorpon, Disrenshals
Speakir 5T _Twrdeeter, Dossorfil (20007 Uktanid Lan JELA0E LT 1000 AR DT Froceders Daw: sl
e on Numbe 10084 140TTET Tarknen Fadry: REDTC Rhossardon, Alndica] Racord Nambvr: 11500527
Wark Trpe: [ ]
[P

Dreenea 72 TST_TenDuon | M MSe FROPC UCMIG Trassemplon Services £14 1011 Glessmore Te 50 Calpary AB TIV 8%
MG Trawmcripnam Serves {3 1081 Gl Tr. 5% Calgwy AR TIV iRS

[ —
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NetScript: Add a New Contact to a Transcribed Report

A User is able to add any clinician currently not in the UCMG clinician database, and the
added CC recipient will receive a copy of the patient medical report as part of the report
distribution.

When adding a new Contact recipient the patient record will be pended allowing
' Transcription Services to validate the recipient and the recipient’s address to add to the
_ database.
' To be compliant with Health information Act and Privacy and Security Legislation all
® reports CC’d to a clinic must indicate a specific physician.

Step 1 — Retrieve a Document

Follow the steps required to open and retrieve a patient report.

The current CC recipients are shown in the header area.

Note: An Addressee is always noted as a CC recipient.

-omEm
@.e . s oot o8 VM Gantet it O+ @ © {8 Reaely fr Sgmature | & viewDictation . | fr ok O
File Eft Ve Fevoits Tk Hep
i [ Sign imte Office 345 ofu amerts Heath Seraces - . ol aks (@ elonption - Mo [l Yehoo B escription Stresmine Med..
Hide Dictation Header -
Staus: UNSIGNED Dictatien ID: 10X
Patieat Naimie: PIEM UCMG eSeriptson, Dhasumahala Speaker: TET_TeaDocwr T, DocsarRL {3000y
Dictated Dare: JOLL0GDT 061109 AM MDT Procedurs Date: 0140312
Account Numbar: 100041607787 Basimess Estity: REDTC-Rhesmnaalogy
Medical Record Number: 2180056863
Wark Type: Letrars {50

G List

DoctarMD TST_TestDoctord MD MRCPC FACP FOCP LWCMG Transcription Services 414 1011 Glenmere Tr. W Calgary AR T2V 4R6
Dociar]Z TST_TestDoctor] MD M5c FRCPC UCMG Transonption Services 414 1011 Glenmars Tr. 5W Calgary AB T2V 4R4
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Step 2 — Add a New Contact Recipient
Select the CC List button.

L 8 e v escripionbert.ca L M serviet ok O = G [R5 2 View Dictation ®

f % O
File Edi  View Favoribss  Teok  Help
i [ Sign imto Ofice 345 ofle Alberts Hesith Services - . ofs AbE (& efcription - Biome [ Vahoo @) escrighion Stresmiing Med .
Hide Distation Header -
Simbus: UNSIGNED Diictatisn D2 a2
Patient Name: PIEM UCMG eSeripsan, Dhasamshala Spuaker: TET_TenDociorT, DocsorRLT {3000y
Dictated Date: 20140617 06:11:00 AM MDT Procedure Date: 140312
Account Numbar: 100041607787 Buslnes Entity: REDTC-Rhesmaalogy
Medical Record Number: 2160056863
Waork Type: Lerars (50)
DaciorMD T5T_TestDoctors MID MRCPC FACP FOUP UCMG Transcniption Services 414 1011 Glenmere Tr. 5W Calgary AB T2V 4R6
DactarlZ TST_TestDoctorl MD MS: FRCPC UCMG Transcription Services 414 1011 Glenmare Tr. 5W Calgary AB T2V 4R4
Many shanke for asking me to see this 57-yesr-old woman for evaluation of
swvars mpiscdic procitme imwclring har arzs. This pronlsm Setes abcuz 10
years. She cypically woald mﬂle} mhe itch in Ocuober amd it weuld lase
for a few manths befare resciving cosplecely. She womld remain
asymgmomasio for che rest of the year uncil che following Ootober.
EscEncly the problsn hap becoms nors ssvess. It begen 1art psar in
Jepzenber and Temmine perristent. It ia mlec maved ta imTolTe her doraml
hands. She dses nat lats of any ae eingl tsvelwing har
arra and hes not sppreciated any weaimess. She has mever nrfexed a neac
injury. She cannot cecall whe= her lasz x-zay of the mec
Cccasionally when starcied, she developas s "lightening-ii ht ahoc:( down
beth azms which lasts for micrcawcends.
She is cohezwise well with mizimal prcbless and is coccestly ca Ao
medicacion, She has no medicaticn allexgies.
Examinacion of her arms amd dorsal hands was essencially mml um the
excepricn of some mild lichesificarion bur no eryrhesa imvelwil
forearma bilacerally.
L
w

The CC List page will open.

The list of current clinicians receiving a carbon copy will be identified in the Current

CC’s field.

L 5 mitps v escriptiennestan UTMG e et St SO = 8

File i Wiew Feewier Tosh  Help
e [ e b O 363 ol Asens Heatth Semdces - . o AHE [ eSception - Heme [ YaRos 87 sirigtion Sesambne Med.

CC List For Dictation 102222
L [[eea]
[ ew Gomact_][ Goree | [BK]
-
Curreat 0%
TET_TawtDocearl, Doctesdl
TET_Tercioqsord, DooterHD ™
)
.
cC Namg Address
1 1 Figld Ambeulance Detschment, General Sir Arthur Currie Bldg. 4225 Crowckald Tr. SW Calgary AB T3E ITE
[ Aarca, Shawa Detawn Gemeral Hospital 301 Smyth Bd. Ottraa ON K1H SLE
L | Amics, Stephen 10T HMEE Unsversaty af Alberta Edssomton AB THG 252
O Aasmas Edward IMMNMMHMMMTHTM]
O Abbas, Tahir Smkatoon Cancer Cantrs 2 Campus Dr. Saskatcon 5K 5T 4H4
1 Abbasi Daxfouly, Nader #9112 - 107 5t N.W. Edmonton AE T3 155
[ | Abbasi, Marjen 16540 - B7 Ave. NW Edmoascn AB T3R 4H3
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Select the New Contact button.

File Edi View Fresrbes  Tosk  Help

e [ Sigein o Office 363 o Slbena Heslth Sevvices - . offls 845 [ eSospiion - Heme [ Yahoo 27 escription Seseambre Med..

CO List For Dictation 102112

Curreat T3

TST_IamtDoctarl, ODostexdl
TET_TeetDoocord. DootorMD

(K Name Address

1 |1 Figld Ambadance Detachmen, General Sir Arthur Curriz Bldg. 4225 Crowekild Tr. 3W Calgary AB T3E ITE
] | Aarca, Shawn ‘Oetaven Gemeral Hospital 301 Smyth Rd. Ottrwa ON K1H SL6

[ | Asres, Stephes 107 HMRE Unsversaty of Albena Edssomtem AR T8G 252

T | Ansmas, Edward PO Box 99 Rocky Mountzin Heuse AB T4T 141

1 Abbas, Tahir ‘Smskatoon Cancer Centre 20 Campus Dr. Saskabcon 5K 5TN 4H4

T | Abbasi Dezfouly, Nader W12 - 107 5t N'W. Edmonton AB T5J 155

1 | Abbasi, Marjan 18540 - B7 Ave. KW Edmoston AB T5E 4H5

=

The New Contact screen will open.

The user is required to add the recipient’s name, title, and address in the associated
fields to the best of their ability.

Note: The more accurate and complete, the less time the patient report will spend in a
“‘pending” state as incomplete information will need to be validated.

e T T P T TR RS It < gy )
File  EBL View Feasiles Took  Helg
g [P Sign in be Office 365 W8 Albarts Heabh Seice - . 980AHS [ Sicription - Home [ Vaheo &) mcription S b Med

12 Hew Contact =

Plaase smier mew contact information

N
Prefix |Or.

Fiirst ame | Joha
Middle lnstial [l |
T —
Sudfix MO FRCPC
Strect BT ahAme |
e E— O Mo
T — o Fw
Seefdbetn ] O oBme [ ]
Zip[T2r 143 ] O Pam [ v
Couny G|
Phooe |803-555-56555
Degrartm e [ inw imel Medicns
[eeertionTexd]
e —
fessertion Tenss ]
. J

FPleaze select how new comtact shoubd get the copy
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Important:

To ensure proper distribution, select a radio button under the, Please select how new

contact should get the copy section.
The only options are Fax and Print.

Email is not a current distribution option.

When selecting Fax, please be sure to include the current facsimile number for the

2 hiaps LTt Ll 4 Ho-ow D | ) ey Tew Siyeatuse 2 Mew Colact
File Edit Miew Faosites Took  Help
s [P 5ign in o Offcs 355 $18 Alburts Huakh Sevvicen - . $85AHS (@ sScrgtion - Home [ff Yeheo &) sicrption Ssem brs bsd..
Plagii aler geW coaricl information
Prefix [Or
First Wame | Jah
Middle Instial [

Lasi Wame [ jamison

Sudfie (D FRCPC
Flease select how new contact houbd get the copy

Sreet [G5743 4th Awn

Streen 2 Neme
Cay | Calgary ®  Fax
Seate | Albeiin Email
Zip |[T29 103 Frunt [ w

Country [Canndn

Phone [803-555-5555

Diepartmest | Inw el Medicns
[msertionTexil
[ezertionTenl

[smerneaTens

When complete select the OK button.
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Step 3 — Confirm New Contact Recipient

Once the user selects the OK button to accept the addition of the New Contact recipient,
the patient medical report will go into a “Pend” state at this time and until the record is

updated by Transcription Services it cannot be signed and moved into the distribution
process.

)

Confirm the addition of the New Contact recipient.

Note the new recipient is added to the Current CC’s field.

- o IEN
a@l“"“P' e e “-"'*“f'"m & < m n P

Flg Edl Wiew 5 Tesh Helg

o5 [ Sign in b Office 365 ols Alberts Healh Senvices - . #88 AHS | aSeniption - Homae [ Yaboo &) eeripon Sreamiins Med...

CC List For Dictation 102222
e
G

Curremt CCs

cC Name Address
«| Jammisem, Jobm | 36743 4th Ave Calgary Alberta T2 1X9 Canada

Select the OK button.
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Step 4 — Understanding status of the Report

Once accepting a New Contact recipient, the report is in a “Pend” state.

Transcription Services will validate the New Contact recipient, adding the recipient to
the database for future use.

At this time, a user can still edit the report, add additional CC’s, and edit text; however, it
cannot be moved forward for distribution until the New Contact recipient is confirmed.

- oEm
I:’}_‘l Py — . o
SN 8 g oo emmpomtesa u i e D - || 8 R for Sgroture 8 View ictation G fd 2
File Edi Ve Faeosites Tools Selp
g [ Sign im oo Office 355 ol diberta Haslth Service: - - e 8l (& ehonpron - Home B Yahos 3] scngtion Sresmin Med.
Hisde Ihctarssn Header ~
Snanws: PENDHNG Mhctacien [0 (IR
Patiewi Name: PIENA UNTNED oficripison, THuaramshals Apeaker: TET_TesiDector?, Dot LT {50005
Deictated Dase: 0740617 06: 1109 AM MDT Frocedurs Dare: a0
Accouni Number: 10004 LEOTTET Busizaens Exdity: EREDTC-Rheamaiclogy
Madics] Racord Number: 1180056367
Wark Type: Letters (50)
Docnarld TST_Tewllocnor] MDD M FREPC UCMEG Trensonptssn Servecss 414 1011 eamare Te. SW Calgary AB TIV AR08
Dot Jamasoa MDD FROPC 36741 ik Ave Calgary Albera TXP INS
DectaeMD TST_TesiDocterd MDY MECPC FACP FCCP UCMG Transsnphion Serveces 814 1011 Gleameors Tr. SW Calgary AR TIV 4R
b4

[ o= 1

Selecting the Save Only button will keep the patient medical report in your eSignature
queue. It will not move the report forward for distribution.

]
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NetScript: Add Text to a Transcribed Report

A User is able to edit the transcribed report to correct errors, complete blanks, or edit as

required.

Step 1 — Retrieve a Document

Follow the steps required to open and retrieve a patient report.

The editable text area is directly under the header of the displayed medical report.

The text area is the only area of the medical report that is editable. The header
information cannot be edited by the user.

- s IEH
s . . - 1 .
e@l:‘ hitps: escriptiontest.ca’ VMG sendet Soribe O = @ cl 21 Ready for Sgratare 3 View Diciation A~ T
File Edit Miew Favortes Tools Help
ts [ Sign into Offce 365 #88 Alberts Heslth Services - ... 588 AHS | & ecription - Home | ¥ahoo & esoription Streamfine Med..
Highlight Comtrol
bl Blanks
Hide Dictation Header
Starus: UNSIGNED Dictation 10: (77 Pariens Name: PIEM UCMG eScriptins, Dbaramshals
Speaker: TST_TestDocton, DocwerRL {500) Dictated Diate: n 06117 0611:05 AM DT Pracedure Date: M40
Accowat Number: 1041607747 Business Entie: REDTC-Rhesmatoingy Medizal Revord Number: 2160056361
Woark Type: Letien (309
CC L
TestDoctor] MD M3c FRCPC UCMG Transcription Services 414 1011 Glenmars Tr. S Calgary AB T2V 4

D«ncf\.DTSTTrDo:m MD MPCPC FACP FOCP VMG Transcriphon Services 414 1011 Slesmers Tr. 3 Calgary 1.I1 IV ARE
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Step 2 — Editing Text
Using the mouse, place the cursor in the desired area in the text box.

Complete text editing as required.

LSS &3 hetps: fvwww. mscriptiontest.ca/ MG sendet Seribe 0 = @ O [ES
Fie Edt View Fawcetes Took Help

iz [ Sign im b Office 365 e berta Hewkh Senices - .. ol AHS (& eSeription - Hame [ vahoo &) mcription Simamiine Med..

Highlgot Conmel
Blanks

- e Dictation Header

Starm: UNSIGNED Dictation ID: 10222 Patinat Name: PIEM UCHG aScaiption, Dbarareskls

Speaker: TST_TestDeeten7, DosteeRIL (5000) Dietated Dage: 20140617 06:11:08 AN MDT Frocedure Date: 20040311

Aceount Number: 100041607767 Eatiness Entiry! ERDTC-Rheusmuinlogy Miedical Reeord Number: 1180026883

Wark Trpe: Latters (50

(O Lim.

Dactor]Z TST TesiDoctar] MD MSc FRCPC UCKHG w&:ﬂmﬂl 1011 Henmare Tr. SW &.Iipu\
DectortD TET_TestDosterd MO URCEC FACP FOCP 1 envioes 414 1011 Glemore Tr. 5 C.l.hrA.E'l‘I‘ 4BE

el
-m w

probimms amd ir surwmesly en ne
e madacaticn alisCELes.

Exsmanasizn of her arms and dozr mmrermaally normal with e
ot Soma MALL LLckunifisasitn Tur AC SeyeMmL Loveiring The

sacagzein
Sawmarme i laveraily,

Step 3 —Save or Save & Sign
Once editing is complete the User is able to Save the edits by selecting the Save Only

button.

If the medical report is now ready to move into distribution, the User can select the Save
& Sign button.

i harpa WUCMG el
Fe Edit View Feoites Took Help
. [ Sgn into Office 365 o8n Alberta Health Senvices - .. (8 AHS (€ eScription - Home [ Yahoo @) escription Strearmline hed..
EHighlight Comenl
Elmks

- Hide Dictaiion Header

St UNBIONED Dictaticn (D w2 Patiene Name: FIEM UCHI e5onpeow, Daaramshala

Speaker: TST_TesiDocice T, DociceR LT (5000} Dictated Date: MRA0ETT 061108 AMMDT Precedurs Dase: 201403712

Accoust Number: 100041607787 Buwsiness Ensiry: REDTC-Rheumaiviogy Medicall Record Number: 21560036865

Wark Type: Lemters (500

Doctor]Z TST_TestDoctor]l MD Mic FRCPC UCRI0 Tramcription Services 414 101 | Glenmore Tr. 3 Calpary AB T2V 4R
DoctorD TST_TesiDoctor] MD MRCPC FACE FCCP UCMO Tramcription Services 414 10| Glemmore Tr. 5 Calgary AB TIV 4RE

[z shenks sor askizg m co ves wis 7-yeirold
Irieg bar

ran Sawe b Sig
e | reiwim ]|
Bt o Covmen Lin lofi
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NetScript: Listen to a Dictation

The Listen function is only available using MS Internet Explorer. No other web browser supports
' this function. The ActiveX control must be added to the computer, see — Installing ActiveX
. section for instructions or contact UCMG Transcription Services for assistance.

There are two ways of listening to a dictation in eScription:
1. From the Ready for Signature queue.
2. From the open patient medical report view.

Before Proceeding: Your computer must be equipped with speakers/headset in order
to listen to audio recordings.

Option 1: Step 1 — Retrieve a Document

Access the Ready for Signature queue (see retrieve a patient report).

Fie l2e Vew Foontes Tock Help

e P 500 in1eOttice 13 ve Abens Maskes Sanvices - . ole AMS (& eScrpmon - Home [l Yahso &) escriptian Stmsmine Med..

Back ko Outcoim Cene
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[z ]
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28 ----.--------l
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= M‘(‘M b x eSoghca Gee <WJ 4 i DT 10.50:17 AM MDT
0140617
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i ~6 = DocoeRU (5007 00482 w2 Serigtice, Goe o0 Usugned 2160056807 100343607788 083406 AM 10.45.27 AMMDT SIC Monley M
144617
' TST_TestDocsor’ PEMUCMO  Lewes v 20140617 OUTLlgy Rateg
HE¢ == DiocRU (2000} 00038 wmns o G Qo Useed OIS OIS G6ISSIAM 1) o agapT iy u

Cwck AR - Clear A2
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Option 1: Step 2 — Listen

Select the audio icon (<€) next to the desired patient report.

5 1ps e eSIpORRER OO
P lse Vw Favonter Tock Help

te/Scete O =« @ C J 5 Ready for Sigrative
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| Chmck AR - Clear A2

"Downloading audio file" window will open, the Windows Media Player will start, and
the dictation audio recording will play.

) Bomgar Console - e

Ele Support Present Help

5, Sessions (411) | (., Jtousgrant @T-NZDZ01 |

Screensharing | File Transfer_| _SystemInfo_|_Summary_|

Bes ssmgesman g o0 Bes B D

jtousignant @ IT-V2DZQ1 (174.0.185.127)

(09:59:23) Transcription has stopped vieing the customer's fle
system.

(09:59:28) Transeription has stopped viewing the customer's
2§ Goesie screen.

(09:59:30)jtousignant is onine.

(09:59:30) Transcription can now view and control the
Dowrlasding audia .

(10:01:0 1) Transcription is now viewing the customer's fie E
system.

2 jtousignant |
SendFie
Push URL

SessonInfo
Session Information
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Timein the system: 03320

1P Address: 1740185127

Customer Name: jtousignant

ComputerName:  TT-IV2DZQ1

Platform: Windows 7 Enterprise x64

Company Name:
Details:
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Mause: Transcription

Keyboard: Transcrigtion BOMGAR
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Option 1: Step 3 — Close Patient Report

Close the Windows Media Player window
Close the "Downloading audio file" window

AudF44A.tmp

Option 2: Step 1 — Retrieve a Document

Follow the steps required to open and retrieve a patient report.

- olEN
i hiips ST 0 £ - | Ry e Sagarane § it Dictation
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Option 2: Step 2 — Listen
Select the Listen button

- omm
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"Downloading audio file" window will open, the Windows Media Player will start, and
the dictation audio recording will play.
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Platform: Windouws 7 Enterprise x64
Company Name:
Details:
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Mouse: Transcription Keyboard: Transcription
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Option 2: Step 3 — Close Patient Report

Close the Windows Media Player window.

Close the "Downloading audio file" window.

b - o IES

AudF44A.tmp
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