o d

cribemanager

User’s Manual (Solo Transcriber’s Version)

SCRIBEMANAGER

2009
From Tyger Valley Systems




cribemanager

Table of Contents
INTRODUGCTION ...ttt h e st e b e et e h e e eR e e e b e e s b e e R b e e s et e R e e she e abe e R e e Rt e R n e ame e e b e e nbe e beenreanneaneas 3
[N O I T PRSP 4
WHAT EXACTLY DOES SCRIBEMANAGER DOttt sttt 5
GETTING SET UP (THE COMPANY DETAILS PAGE) ...cooiiiiie ettt 6
COMPANY DETAILS PAGE (TOP PART) ....tttttttettatestetestestesestestesestessesesseseesesbestesessessesesbessesesbessesesbensesesbesbesesbestesessennans 6
COMPANY DETAILS PAGE (MIDDLE PART) ..vuvuiittsttetststtssasesesesssessssssssasesesssassssssssesesesesessassssssesesessssssssssssssesesssasasasans 7
COMPANY DETAILS PAGE (BOTTOM PART) ..iiutiitteiteeiteeteateaseassesssesseesseasseasssssssssesssesssesssessesssesssesssessesssesssesssesssesees 8
ADDING USERS ..otttk b bt e bt s e e E e e R e e e Rt e e R e e bt e Re e e R e e eR b e aE e e bt e R e e s b e e R e e s re e nre e nreeneenes 9
ADDING A CLIENT ..ottt ettt h e bt e bt e s bt e s bt e b e e e b e e ek e e sE e e aRe e bt e mb e eaeesb e e nb e e bt e nbeebeennesneas 11
ADDING JOBS TO SCRIBEMANAGER........oo ettt 12
ALLOCATING A JOB ...ttt h bbbt h b e b e e s b e e e b e e s bt e eRe e bt e ab e eae e eb e e ebe e bt e beebeennesnnas 14
UPLOADING FINISHED TRANSCRIPTS . ...ttt st ettt et nte e teesteeneeaneas 16
SENDING TRANSCRIPTS TO CLIENTS ...ttt sttt sttt esre e sreenneenneenes 17
12 AN ] [ O N Y@ 1 104 1\ TSR 18
SETTING TYPIST REMUNERATION AUTOMATICALLY .ottt 20
BACKGROUND COLORS ... ittt sttt ste ettt et e st e s bt e be e s teaseesseeseeesaeenteameeeseeaseenaeenteeseenseeanees 21
TYPIST GROUPS ...ttt bbbt bt kb e e b £ e e b £ e k£ ekt e s be e s be e beesbe e sbe e bt enbeenbeenbenbeenbeens 23
THE ADD CLIENT PAGE ...ttt b bbb e et e s be e sbeenbeenbeesreebbenbeenbeen 24
THE EDIT JOB PAGE ...ttt b ettt h e e bt e bttt e s be e s e e s be e s be e sbeenbeenbeenbeenbesbeenbeens 26
QUALLITY CONTROL ..ttt ettt bbbttt h e bt ekt e ke e bt e ab e e R b e ebe e eb e ekt et e e st e sbeesbeesbeenbeebeenns 28
= BULK INVOITCING ...ttt bttt ettt h e e bt e bt e skt h e e b e e e b e sb e ekt et e e mb e ebb e et e e nbeenbeebeennesanas 29
% YOUR CLIENTS’ ACCESS TO SCRIBEMANAGER ........ooiiiiiirt ittt steesee e anee s e sneenneens 30
§ L Y ST N ] s TS 31
jgj SEARCH BOXES ... .ottt h bbbttt s bt s bt bbb b e b e b bt R AR e bt e b e et e b E e Rt eb e e Rt et nr e n e n e renre 31
T AUTOMATION s e e 32
§ CHARGES, AND MAKING A PAYMENT ..ottt sb bt nne 34

b




BESPOKE SOLUTIONS ...ttt sttt b e sb e sr et se e nreare 36

UNBOUND JOBS ...ttt h et bt h bbb E e Rt e b e b e e e e e b et eb e b e e st e e e nennenre s 37
UPLOADS ..otk h e E ek kbR R R R R R R R R et R R Rt 38
ADDING URLS ..o e bbb s 39
OTHER PRODUCTS ... bbb bbbt sr e 41
ABOUT TYGER VALLEY SYSTEMS ..ot 43
WHAT ELSE DO WE DO bbb s 44

ScribeManager Manual




ScribeManager Manual

b

Introduction

Thank you for your interest in ScribeManager, a sophisticated workflow system for transcription
entities.

We're Tyger Valley Systems, and we provide many types of products and services to
transcription firms. To learn more about us, please see the last couple of pages of this manual.

At Tyger Valley Systems we know that all transcription companies are different, and therefore
we don’t expect one workflow solution to suit everyone perfectly. For that reason, although
you’re welcome to use the “standard” version of ScribeManager at www.ScribeManager.com,
most of our clients do not use that version — they have asked us to provide them with bespoke
versions of ScribeManager that fit their working methods more precisely. We encourage you to
discuss this with us.

All references in this manual to “ScribeManager” mean the STANDARD version of
ScribeManager, not bespoke versions that have been configured for particular clients.

This manual is for solo transcribers, i.e. those who work for themselves rather than for a
company, and who have no assistants. If that description does not fit you, please download the
appropriate manual for your needs from this web page:
http://www.scribemanager.com/manuals.html

ScribeManager is a back-office workflow system for large and small transcription companies. It
automates many of the time-consuming and repetitive tasks associated with running a
transcription company. Automation means lower costs and less likelihood of human error.

ScribeManager helps you in other ways, for example by backing up your data, providing your
clients with convenient upload tools, automatically converting many incoming files to the mp3
format, enabling you to invoice your clients in just a few clicks, and enabling your clients to
download their sound files and transcripts from you, to name just a few.

ScribeManager caters for a wide variety of tasks, and you are unlikely to need all its features.
Because of its versatility, it is not intuitive, and you will not be able to learn it properly by trial
and error. For that reason it is important that you refer to this manual to realize the full benefits
of ScribeManager.

This manual is designed to be straightforward to follow, but if you nonetheless have questions,
or if you would like us to talk you through setting up your ScribeManager account, please email
us via the contact page of our web site, www.ScribeManager.com.




Notes

Please note the following points:

your first full calendar month of ScribeManager use is free. For example, if you set up
your account on January 15%, the remainder of January plus all of February will be free,
and you will only be liable for charges from 15t March. However, we will only ever levy
charges if you actively confirm to us that you wish to become a paid user.

for security reasons, even we do not know your login password. If you forget your
password, click “forgot your login?” on the home page, www.ScribeManager.com.

for security reasons, you cannot log in to more than one ScribeManager account at a time
on the same computer in the same browser.

if at any time ScribeManager functions differently from what is described in your
manual, please check for a newer version of the manual. Please note again that this
manual applies to the STANDARD version of ScribeManager, not to any bespoke
versions configured for particular clients.

since the great majority of typists are female, this manual uses the conventions “she” and
her” in reference to typists, solely in order to avoid repetitive use of the linguistically
cumbersome “he or she” and “his or her”.
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What exactly does ScribeManager do?

ScribeManager enables you to conveniently manage a transcription operation of any size, and
automate it to a high degree while saving costs. Here is a very brief chronological description of
how you might work with ScribeManager.

. Firstly, your client uploads files to your ScribeManager account via a URL that
ScribeManager provides for you.

. Next, ScribeManager automatically creates a job for that client in your ScribeManager
account, and for most file types automatically displays the length of those files, their
deadline, and any other information relevant to that client’s work.

. ScribeManager automatically converts most file types to mp3, giving you the option to
work with the original file or the mp3 version.

. When a job is complete, you can produce one or all of your invoices in just a few clicks,
and they can optionally all be sent to your clients automatically.

If you prefer to invoice your clients before sending transcripts to them, please contact us.

Your clients can log in to their own page of ScribeManager and see the progress of their jobs,
download their own sound files (either the originals or the mp3 versions), and also download
their transcripts.

The above is just a brief overview. The only way to understand all the benefits of ScribeManager
is to try it for yourself, which you can do for free!

When you are ready to try ScribeManager for yourself, please sign up for a free trial at
www.scribemanager.com, if you have not already done so, and follow the instructions, then
continue to read this manual.




Getting Set Up (the Company Details page)

The first time you use ScribeManager, you need to configure it to your working methods. To do
this, go to www.scribemanager.com and log in, then go to Settings, Company Details, then fill in
the page as appropriate for you. Guidelines below.

Company Details page (top part)

| ScribeManager - Company Details ] ez >

Make a payment (% —
Oth Oct 10 Logout A

& z Your balance = US
Scribemanager You are logged in as Jane Smith with Test Company 06:22

Admin Jobs ) Client Management I Communications l Invoicing I Reports | Settings I My Account '

Company Details =

Test Company

Company address® |1 Pike Place ]
| |
| |

Country™ United States -

State ‘Washington v

City | Seattle \
Postcode™® i 98101 l
Your time zone GMT -08:00 Pacific Time -

After selecting your time zone, save this page and then see the top right corner
for your local time. NB: when clocks change in your location For summer time,
vou will need to adjust your ScribeManager time using this drop-down.

Client upload page

URL http:/{TestCompany.scribemanagerdev.com |

Upload page
calendar

Background color !fUﬂ f3
To select a background color, enter a hex triplet number {without #). Examples here: http:/fen.wikipedia.orgfwikijList of colors
Font Tahoma v 4

Show calendar - deadiine requied v 2

| 3

1 — this is the URL your clients must go to when uploading files to you. You can either tell them
this URL or link to it from your web site.

2 — here you can decide whether you want to force your clients to set a deadline for the work
when they upload it, or make it optional for them to do so, or not show them the deadline
calendar at all. If your clients set a deadline using the deadline calendar, that deadline
automatically appears in your ScribeManager account for that job, which saves you having to set
the deadline yourself.

3 — choose a background color for the upload pages, e.g. the color used for your web site.

4 — choose a font for the text on your upload pages, e.g. the font used on your web site.
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Company Details page (middle part)

|| ScribeManager - Company Details [ = o

e L L e e ey ST o ooy

Font Tahoma -
Site Preferences

For bound jobs, =1
transcript title must |V
equal sound file title

Email invoices from* l accounts@testcompany.info ‘

- . 2
Er";::Lt'anscr'pts {transcripts @testcompany.info |
On typist upload, =
automatically send  [7] 3

transcript to client

On typist upload,
automatically set
transcript ko QC

€

m

On QC approval, o
automatically send
transcript to client

ME: If you check any of the above three options, they will be applied by default only to clients you add AFTER the time you check them. To alter options for clients
already added, you must edit that client's page. This is to enable you to have different options checked for different clients.

Logo (must be gif,
jpg, png or bmp) n '
Delete Logo |

Estimate dss file length? 5

@ turned off
7 turned on, default to "normal play” mode
! turned on, default to “long play" mode

Financial Settings

1 - if you check this box, for most jobs ScribeManager will only allow your typists to upload
transcripts if they match the name of the corresponding sound file. This helps to avoid the
embarrassment of mistitled transcripts reaching clients. For example, if the sound file is titled
“Interview with John Smith.mp3”, ScribeManager will accept “Interview with John Smith.doc”
or “Interview with John Smith.txt”, ete, but not “Interview with Jhon Smith.doc” or “John Smith
Interview.doc”, etc.

2 — here, type the email addresses you want to use to send invoices and transcripts to your
clients. You may for example want to send invoices from an accounts email address, so that if
your client replies, their email goes directly to your accounts person.

3 — these options are ways of automating some of ScribeManager’s functions. Please leave them
unchecked for now.

4 - if you add a logo, your clients will see it on the upload pages when sending files to you.

5 — ScribeManager will display the length of many file formats uploaded to you, but for dss files
it can only give an estimate based on file size. Your setting here will be used as the default for all
clients that you add, but you can override it for individual clients and jobs.




Company Details page (bottom part)

__| ScribeManager - Company Details [ - =

Financial Settings -
Remuneration Sy 1

Preference™ P : 4

Biling Preference™®  per min. - 2

Currency™ America [United States of America), Dollars -+ 3

e 4

Sales tax %* 10 1f you do not add sales tax, please enter 0in this field. 5

Sales tax name™ ! FST

i o
Invoice Header: 6

Please enter text for invoice header, e.g. company name, company address, phone number, etc. You may use html if you wish. If you would like graphics to be added to your invoices {e.g. your logo,
Paypal icon, etc) or would like help with Formatting text, please contact us, To preview, click the magnifying glass icon below, Remember that you can add blank lines to improve the line spacing in your
invoice.

Mote that images appear left-justified. To centre an image you need to adjust the shape of the image. We are happy to assist with this on request.

invoice header

m

Invoice Footer:™
Please enter text for invoice footer, e.g. payment terms, bank details, company director names, etc.

invoice footer

1 — this is where you select the method of typist remuneration.

2 — here, select the method you normally use to bill your clients. You can change it for individual
clients or jobs later.

3 - here, select the currency you normally use to bill your clients. You can change it for
individual clients or jobs later.

4 — if you always or usually bill your clients the same rate, enter that rate here, and it will be
used as the default for all clients you add later. If the rates you bill your clients usually vary, it is
best to leave this field blank. If you do enter a figure here, you can override it for individual
clients and jobs later.

5 — here, enter the name of the sales tax in your jurisdiction. Then add the % rate of that tax, so
it can be calculated for your invoices. If you do not add sales tax, enter a rate of zero here.

6 - type here the text you want at the top of your invoices (it will appear centered on your
invoices), then in the next box add the text for your invoice footer (it will appear left-justified).
You can use html code to format text, e.g. bold, underline, text color, etc. At the foot of the page,
click the magnifying glass to preview your invoice. Remember, to improve the layout you can
also add blank lines if you wish.

Now please see the next chapter, “Adding Users”. Even if you work as a solo typist and are
already on ScribeManager as an administrator, you must still add yourself as a typist.

ScribeManager Manual




ScribeManager Manual

b

Adding Users

We will now add some typists to your ScribeManager account.

(As we go along, do not worry about features you see on ScribeManager that are not explained.
We will examine basic features first, then move later to the more advanced ones.)

Go to Settings, System Users. This page is a list of all the users who have logins in your
ScribeManager account, which at present should be only one.

System Users K&l Add New User
Mame Login CON QC Role Active

Jane Smith O\ ® ® Admin es @
Typist Login Active Location Level Groups manage qroups

You should see yourself here already in the role of admin. A selection in the CON column
means you are the controller of the account. A selection in the QC column means you are the QC
person, and QC-related emails will come to you.

Click Add New User, and we will fill in the details of an imaginary typist
Instructions

For clarity’s sake, enter a made-up first name and last name that both begin with the letter A;
select level 1; select the role of typist; use your email address; think of a memorable username,
e.g. the typist’s first and last names; then click “Save and send login info to user”. You should
receive an email confirming your password as the typist; you can ignore this email for now.

You should now see something like this:




Abigail Adams Last saved: none

First Mame * |Abigai| | Direct | | Groups
Last Mame * |Adam8 | Home | |
Active Yes Mobile | | Login Username *
Level Skype | |
Role * Typizt L S | | Current Username  abigailadams
Email * |[Vour email address] | AIM | | Change Username | abigailadams
Birth Date l:l l:l l:l DD | MM | ey SMS number | |
Gender O male O Female " P | |
ersonal Page
Mative Language Login Password
Country [ More v| Pay rates
Feset | Reset and send temporary password
fddress 1 | | por vite | | porary
Address 2 | | Per Word | | Assigned Files
Address 3 | | Per Line | |
City | | Flat Rate | | This user does not currently have any assigned jobs
State
Past code Mayday &
| | Autoclaim es
enabled?

Now go to Settings, System Users, and again click Add New User, and add a second typist. Enter
a made-up first name and last name that both begin with the letter B; select level 2; select the
role of typist; use your email address; think of a memorable username, e.g. the typist’s first and
last names; then click “Save and send login info to user”. Again, you should receive an email
confirming your password as the typist.

Now add a third typist. Enter a made-up first name and last name that both begin with the
letter C; select level 3; select the role of typist; use your email address; think of a memorable
username, e.g. the typist’s first and last names; then click “Save and send login info to user”. As
before you should receive an email confirming your password as the typist.

You have now added three typists of different levels, and on the System Users page you should
see something like this:

System Users Add New User
Mame Login CON QC Role Active
Jane Smith Q\ ® ® Admin es a
Typist Login Active Location Level Groups manage groups
Abigail Adams A ves |
Brenda Brown A ves [
Carol Cooper A ves |

You can quickly log in as another user by clicking on the magnifying glass beside their name.

We are nearly ready to test ScribeManager with a real job, but first we need to add a client.
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Adding A Client

Clients can upload files to you even if they have not been added to your system, but it is better to
add them beforehand if possible.

Go to Client Management, Add New Client.
Instructions

Enter a made-up company name that begins with A; enter a made-up address; set a billing
preference of “per min.”; set the currency as US dollars; under that, set the Rate as 1. In the
bottom left, under First Contact, we need to add a contact person at the company.
(ScribeManager allows you to add multiple contact persons at the same company, but there
must always be at least one.) Enter made-up first and last names that begin with A, and add
your email address. Then click Save in the top right.

You should now see something like this:

Edit client: Acme Consolidated 19-10-09

ﬁgmgaﬁy [Acme Cansolidated | client Preferences i:ormatt'ng Doc " ]
Browse...
Country # [ United States v Enable Auto Claim ® ves O mo
- Billing Maotes
address 1 [1 Smith Strest | Auto-setlevel [Nane v
Address 2 | | Auto-set group: | Mone w |
Auko-set RoR:
Address 3 | | \to-set Ra l:l
On kypist upload . o
City | Mew York | automatically seﬁd 0 Formatting Motes (bypist will see)
transcript to client
State [ Mew vark v| )
On kypist upload,
Post code * | 12345 automatically set .}
transcripk ko GQC
Office Phone | On QC approval, Client Motes

Fax transcript to client

|
|
| automatically send O
|
|

|
Company Feq. |
Mo,

|

Invoicing preference Single Invoicing (%) or Collated Invoicing O

weh site Email invaices to | | Allacation Comments
Billing Preference * per min. w

Contacts [ add contact ] | |

Estimate dss file length? ® turred off

Andrew Adams O turred on, default ko "normal play” mode

O turned on, default ko “"long play" mode Sending Reinder

Currency * | America [United States of America), Dollars w |

T —
GsT %

We can now process an actual job in ScribeManager. Although it is possible to automate most of
the steps, we will first process a job manually so that you can understand the different stages of
the workflow process.

NB: if you want to add a large number of clients to your ScribeManager account, rather than
doing so manually please contact us for assistance, and we will import them for you.




Adding Jobs to ScribeManager

There are two ways to add jobs to ScribeManager:

1 - your client (or you, on your client’s behalf) can upload files directly into your ScribeManager
account via the URL you saw on the Company Details page. This has the effect of creating a job
in your ScribeManager account with all the uploaded files ready to hand.

2 - you can do so yourself by going to Admin Jobs, Add New Job.

Of these two methods, the first is more common, and usually more convenient because the job
and the sound files are added at the same time. (With the second method, you have to add the
job and then add the sound files separately.)

We will now add a job using the first method, i.e. as if we were a client. Please have ready, 1, the
upload URL from your Company Details page; 2, the email address of the client contact person
you just added; and, 3, a sound file to upload. In this example we will use an mp3 called “Test
File.mp3”; you may like to take an mp3 file and rename it as that, so as to more easily follow the
instructions.

Firstly, log out of ScribeManager in order to prevent login conflicts. Then go to the client upload
URL. You should see something like this:

TEST Inc.

Welcome to our site,

To begin uploading work to us, please enter your email address in the
bioe b,

Enter your email address:

[ Proceed to upload ]

OR.: dlick here to login to your account

This is the page your clients will use to upload files to you. If you added a logo earlier, you will
see it here. Later you will learn how to configure the messages and colors on this page.

Enter the email address of the client contact you added earlier and click “Proceed to upload”.

You should now see something like this:
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TEST Inc.

Flease erfter any comments about this job in the box below,

Set deadline for this job

{required)
Step 1 - Set time of day (24-hour clock)
[ Select haur (v : [ Select mins + |
Step 2 - Set date

October 2009

& k2 [ e {2
P 185 {165 |1em {2
83 IR [l | {5
2 1 {15 |l |
= 108 {16 I |

[ (13 (I 1o |1
813 [l o |0

(TIP: Calendar koo slow? Click here to set
date: today, bomorrow, or 3, 7, 14, 21, 28,
35, 42, 49, 56, 63, 70, 77, 84 days from
now, )

Deadline: | please set deadline

Type in the box below any comments you have about the material vou are
uploading.

If on the Company Details page you opted to hide the deadline calendar, it will not be visible.

If it is visible, you may like to set a deadline, just as a test.

In the Comments box, please type some comments, e.g. “Please transcribe verbatim”. Then click

Proceed.

You should now see something like this:

TEST Inc.

Please ensure you are using either Internet Explorer or Firefox, and then carefully select an upload

tool from the options below,

Java Uploader - By far the easiest method. No need to browse for each file separately. Overcomes most bandwidth issues. Easier
for transcription firm to prioritise your work. Requires the latest version of Java. NB: some firewalls may not permit you to update
Java. (Update your Java) Uses secure socket layering at 128-bit encryption.

Standard Uploader - Should work on most PCs straightaway, but you need to browse for each file separately. Does not
overcome any issues with your bandwidth. Uses secure socket layering at 128-bit encryption.

Primitive Uploader - Should work on virtually all PCs straightaway, but only one file at a ime may be uploaded (though you can
zip multiple files into one zip file). Much less convenient for transcription firm to process. Does not overcome any issues with your
bandwidth. Uses secure socket layering at 128-bit encryption.

YouSendIt “# - recommended for large uploads. Highly reliable uploads but files are not converted to mp3 by default. Uses

secure socket layering at 128-bit encryption.

(If you do not see the YouSendIt option, you may contact us at any time to activate it for you.)




This page offers the client a choice of upload tools to use when sending files to you. Because of
the wide variety of browsers and network security configurations, no upload tool works for
everyone. The choice of upload tool is a trade-off between, on the one hand, better features,
and, on the other hand, wider compatibility. See also the chapter “Uploads”.

We recommend you encourage your clients to use the Java Uploader. Although they may need
to update their Java first, they will find this tool much easier to work with, and their uploads
should work more reliably.

The first three uploads tools all work in more or less the same way (YouSendIt will be explained
later — please do not use it for now). This chapter of the manual assumes you are using the Java
Uploader.

Click Java Uploader (if you get an error message, update your Java). You should see this:

© Add...

Click here to start Upload

To add your file for upload, you can either click “Add” and browse for it, or, far more
conveniently, you can just select it in Windows Explorer and drag it to the white window.

After adding the file, click on “Click here to start Upload”. The file should begin uploading.

If you experience difficulties with uploading, try the Standard or Primitive Uploaders, or contact
us for support.

Allocating a job

When the file has uploaded, close down that browser, log back in to your ScribeManager
account, and go to Admin Jobs, Jobs List.

You should see something like this:

Mo. client Deadlines Reference Job Added Charge Fn Uc ¥ Fd Bound? Invoice
Z Acme Consolidated 12:00 Fri 1sk Jan 10 8140 Mon 19th Ock 7 j Bound
Transcripts  Andrew Adams 12:00 Fri 1st Jan 10 per mir,
not all
produced
File Typist Deadline Length Typist  Level RoR Mins Trans MTF H
Filename: Test File 12:00 Fri 1st Jan 10 00:05:00 7 40,00
original [mp3, 1.14ME] per min.

converted [mp3, 2,29ME]
00:05:00
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The job details are in the blue band, and the sound file details are in the white band. If there are
some things on the screen that are not clear to you, do not worry at this point.

We will now allocate this job to a typist.

Click on the job number in the top left, and you will be taken to the “Edit job” page, which
contains all the details of the job. Find “Rate” in the middle of the page, and set that to 1 (that is
the rate you will charge the client). Then go to the bottom of that page and you will see the
sound file you uploaded. Set the level to 1, and on the “Typist” drop-down menu, allocate the
sound file to the first typist. In the bottom right-hand corner, you will see “RoR” — this is the
rate of remuneration you will pay to the typist for this job. Set it to 0.50. Then click Save.

The bottom part of the page should now look something like this:

Audio Files for Job 2 IEER | 5va uploader P | add more files to this job here. Cascade first file  [-1[+]
File Name Level Group Mayday Typist Typist Deadline Length RoR
1w all Abigal Adams [1] | e 12:00 Fri 01st Jan 10 2 N005:00 permin. [
Filename: Test File
original [mp3, 1.14ME] Motes ko Typist For This File

converted [mp3, 2.29ME] | |

If the background to your file is white rather than peach, this is probably because you have not
set a deadline. Don’t worry about this now — background colors will be explained later.

The file is now allocated to the typist. For the next stage of the procedure, we will now log in as
the typist.

Typists can of course log in to their own version of ScribeManager via the home page, but if you
are the administrator there is a quicker way to log in as a typist. Go to Settings, System Users,
and click on the magnifying glass beside the relevant typist’s name. A new browser window will
open, and you will be asked for that typist’s password. That password will have been emailed to
you when you added the first typist using your email address. Enter that password now, and
then set a more permanent password. Then click Typist Jobs. You are now logged in as the
typist, and you should see what the typist sees when they log in, i.e. something like this:

MNo. Sound File Length Deadline Bound? Pay Rate MNotes Y. Fd Upload Transcript
z Filename: Test File 05;00 1200 Fri 1st Jan 10 Bound PEr mir.
otiginal [mp3, 1,14M8] 0.50 -
converked [mp3, 2 29ME] Upload

You will notice that certain confidential job information is hidden from the typist, e.g. the
identity of the client.

The typist can download the sound file to transcribe it, either by clicking on “original”, which
downloads the same file that the client originally uploaded, or by clicking on “converted” (if
available), which downloads the mp3 version that ScribeManager created — this is normally
smaller than the original file.




Uploading finished transcripts

Now create a dummy transcript for upload, titled as per the sound file, e.g. Test File.doc
Click on Upload, and fill in the page with sample data. You should see something like this:
Sound file(s) for job 2 Test File

Minutes kranscribed* g {rnust input inkeger)

[estimated sound File length, 5 mins]

Recording quality* aood bt
Missing words™ Some words could not be made out |
Carments to cliznt Background noise ohscured

sowe words.

. :
Transcript iacurments\ Test File.doc

[ pload Transcript ]

Click Upload Transcript. The transcript will upload, and you will be taken back to the typist’s
jobs page, where you should see something like this:

Mo Sound File Length Deadline Bound? Pay Rate Noltes ¥. Fd Upload Transcript

2 Filzname: Test File 05:00 12:00 Fri 15t Jan 10 Bound per min. Test File.doc
original [mp3, 1.14ME] 0.50 Uploaded
converted [mp3, 2,29ME] 19,10,09 2138

You can now close down this browser, and return to admin’s Jobs List page, where you should
see something like this:

Mo. client Deadlines Reference Job Added Charge Fn Uc ¥ Fd Bound? Invoice
Z Acme Consolidated 12:00 Fri 1sk Jan 10 8140 Mon 19th Oct 4 1.00 “T| Bound
Transcripts  Andrew Adams 12:00 Fri 1st Jan 10 per mir, -
produced
File Typist Deadline Length Typist  Level RoR Mins Trans MTF H
Filename: Test File 12:00 Fri 1st Jan 10 00:05:00  Abigail 1 $0.50 5 “T| Test File.doc
original [mp3, 1.14ME] Adams pEr mir, _'

converted [mp3, 2.29ME]

00:05:00 5

You may by now have guessed that the point of different background colors is so that all users
can quickly see the status of jobs. More about this later.

The transcript has been uploaded by the typist, and has been emailed to admin’s email address.
It has not yet been sent to the client, because admin may want to check it first.

Assuming that you were happy with the transcript, at this point you would send it to the client.
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Sending transcripts to clients

You may have noticed that the transcript has arrived to admin by email (we can turn this email
off at your request). To get the transcript to the client, you could simply forward them that
email, but if you do, ScribeManager will have no record that the client was sent the transcript. It
is better to send the transcript from within ScribeManager. (Note that with ScribeManager,
everything happens within the Internet browser. This means that if your computer ever breaks
down, or you lose your access to the Internet, all is not lost — you simply move to another
computer (e.g. at an Internet café), then log in to ScribeManager and pick up where you left off.)

You can also let your client download the transcript (details later), but if you email it to them
from within ScribeManager, ScribeManager then has a complete record of the workflow for that
file.

To email the transcript to the client from within ScribeManager, go to the Jobs List page and
click the transcript name, and you will be taken to the Manage Transcript page, where you can
see all the details of the job, enabling you to do a last check before sending to the client.

Go to the foot of that page and click “I want to send this transcript to the client.” You should
now see something like this:

Transcript History: To: infol@testcamparty.info
CCbas
O ;;.zlgili td:lf':ee tt::;Sttr‘anscrlpt without giving BCC bar
) Twiank to set this transcript For quality Subject Transcript Test File.doc
el Comments ko Dear client S
The transcript has been QCed and T want to clienk:

reject it, with the option to feed back to the
typisk.

(") The branscript has been QCed and I wank ko
apprave it, with the option to Feed back to
the typist.

FPlease find your transcript attached:

Sending info:

Client contact email:
& Twank ko send this transcript to the client. infoltestecompany. info
Transcript title: Test File.doco

Recording cuality: Good

Comments to client: Jome words could not be made out
Words wissing: Sowme words could not be mwade out
Hinutes transcribed: 5

Your ref:
our Ref: Z
Contact name: Andrew Adams
Company: Acme Consolidated

1 Smith Street b

Here you can edit the email that will go to the client. When you are ready, click Send, and the
email will be sent with the transcript attached. You should receive it in your email, assuming
you used your email address for the client.

You should now be back on the Jobs List page. The job is no longer visible on default view,
because the default is to show only unfinished jobs. But we still need this job, because we have
to invoice it. To find it, go to the drop-down menu beside the word “Show” and select “All
transcripts sent to client, job ready for invoicing”. This means exactly what it says — that jobs
whose transcripts have all been sent to the client will be displayed.




The reason for having different filters on this page is to prevent you from having to look at
irrelevant jobs. For example, if your role in the company is to allocate jobs, you will not want to
have to look at finished jobs; similarly, if your role in the company is to do the invoicing, you will
not want to have to look at unfinished jobs that are not ready to be invoiced.

You should now see something like this:

Mo. client Deadlines Reference Job Added Charge Fn Uc ¥ Fd Bound? Invoice
2 Acrie Consolidated 12:00 Fri 1st Jan 10 540 Mon 19th Oct $1.00 j Baund Create
All Sent,  Andrew Adams 12:00 Fri 1st Jan 10 pet mir, invoice
Ready far
Innoicing
File Typist Deadline Length Typist  Level RoR Mins Trans MTF H
Filename: Test File 12:00 Fri 1sk Jan 10 00:05:00 Abigail 1 $0.50 5 j Test File.doc
original [mp3, 1.14MB] Adams pEr mir, Sent ko Client
converted [mp3, 2.29MB] O\ 19.10.09 21:45
00:05:00 5

Basic invoicing

We will now invoice the client for this job. (Note that the standard version of ScribeManager
assumes that you invoice the client after the job is complete. If you usually invoice clients before
starting work, please contact us.)

Click on “Create invoice”. Enter an invoice number, e.g. 123. You should now see something
like this:

Create invoice

Billing info for job #2

Company: Acrme Consalidated
Contact: Andrew Adams
Send to Email: info@testcompany.info

Include in invoice: &) oOnly current job - #2

) All finished jobs for this
carmnpany (i.e. where the status of
the transcripts is "Sent to client")

Enter Invoice Mo. |'|23 |

[ Create invoice(s) l

Click “Create invoice(s)”. You should now see something like this:
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Your invoice is ready

Invoice Job # Company Contact Send to Email Total Yiew
MNo.

123 2 Acme Consolidated Andrew Adams info@testcompany .info 5.50 q

Plzase now download the invoice to wour PC For skarage, and then straightaway use this page to send it ko vour clisnt as well,
ME: ScribeManager can send the invaoice to vour client now, but it does not store your invoice after vou leave this page, so vou should download it For skorage.
ME: if wou do not use this page ko send the invoice to vour client, ScribeManager will re-present this job for invoicing again later.

@ download the invoice

O email the invoice(s) to the client. The email will be copied to accounts@testcompany .info

You can preview the invoice by clicking on the magnifying glass icon. If you wish to alter the
invoice header or footer, you can do so by going to Settings, Company Details again.

Note that ScribeManager does not store your invoice, so for your accounts records you will
probably want to download it to your PC, which you do by selecting “download the invoice” and
clicking Proceed. When you have it safely on your hard drive, email it to the client, by selecting
“Email the invoice to the client” and clicking Proceed.

You will see a message saying the invoice has been sent, and you should receive the invoice in
your email, assuming you used your email address for the client.

Congratulations - you have just processed a basic job in ScribeManager. It is possible to
automate the process far more than what you have just seen, but it was important that you first
see a job going the long way around, through all its different stages.

If anything did not work for you as described in this manual, now is a good point to contact us
for help.

You have so far only seen ScribeManager’s most basic features. We will now move on to some
fuller explanations, and demonstrate its more powerful tools, which have the potential to save
you considerable time and cut your operating costs. To take just one example, with the same
number of clicks that it took you to create just one invoice above, you can create all your invoices
— a huge time-saver.




Setting typist remuneration automatically

It is possible with ScribeManager to automatically set a rate of remuneration (RoR) for a
particular typist. Go to Settings, System Users, and then click on a typist.

Abigail Adams Last saved: 12:59 27-10-10 [l RS-V
g
First Name * [Abigail | Diecttel [ | Groups
Last Name * [Adams | Home [ | N
[¥] test
Active V] ves Mobile [ | B
Level ! - = Skype [ | Login Username *
Role * Typist - MSH [ |
Email * [info@testcompany.info | AIM [ | Current Username  abigailadams
Birth Date [:] :] :} DD | MM | ¥YYY SMS number [ | Change Username | abigailadams
Gender ) Male ) Female
Personal Page [ |
-
English (=
Languages o g Pay rates

French -~ Login Password

Countr: None Per Minute [.50 I
! = Per Word [ | Reset and send temporary password
Address 1 [ I
Per Line i
hkeR2 [ I [ I Assigned Files
Per H: F W
Address 3 [ | er Hour of Work [ |
[ | Flat Rate [ | This user does not currently have any assigned jobs
City
State None Mayday &
Post code l | Aul:ElI:IaJi:n [¥] ves

! |

Under “Pay rates” are five remuneration boxes where you can fill in rates of remuneration for
this typist according to the five different methods ScribeManager supports. For example, if the
rate of remuneration to this typist is always 0.50 per minute, enter that figure in the “Per
Minute” box. Then, whenever you allocate manually to this typist on the Edit Job page, this
figure will appear. When it does, you can still override it if you wish.

Note that this feature only works if you allocate the sound file manually. If the typist claims the
file via auto-claim or Mayday (see chapters “Auto-Claim” and “Mayday”), their rate of
remuneration will be whatever was already set for that file.

You can add figures in more than one of the five boxes. ScribeManager will use whichever figure
corresponds to the job’s Remuneration Preference setting, e.g. if the Remuneration Preference is
set to “Per Hour”, the figure in the “Per Hour” box will be used.
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Background Colors

ScribeManager uses different background colors for sound files depending on their status. This
page is to be used purely as a reference for those colors. Full explanations will be provided in
the appropriate chapters.

COLOR

white

blue

peach
orange

brown

pink

green

MEANING

UNPREPARED

PREPARED

ALLOCATED

UPLOADED

UNDER QC

REJECTED

APPROVED

AUTO-CLAIM

EXPLANATION

Sound file is missing
data, i.e. level, length,
deadline, RoR

Sound file is ready to be
allocated

Sound file has been
allocated

The transcript has been
uploaded.

The transcript has been
set to QC.

The QC person has
rejected the transcript.

The QC person has
approved the transcript.

The sound file is waiting
to be claimed by a
typist.

LOOK FOR THIS COLOR IF...

...it is your job to prepare files for
allocation.

...it is your job to allocate files.

...it is your job to make sure files
are allocated.

...it is your job to decide whether
to send the transcript on to the
client OR set it to QC.

...it is your job to do QC.

...Iit is your job to ensure the typist
reworks the transcript.

...Iit is your job to send the
transcript on to the client.

...it is your job to allocate. If no
typist claims, you may need to
allocate manually.




yellow

grey

purple

MAYDAY

SENT TO CLIENT

UNBOUND

The sound file is urgent,
and is waiting to be
claimed by a typist.

The transcript has been
sent to the client.

The requirement is NOT
one transcript per
sound file.

...it is your job to allocate. If no
typist claims, you may urgently
need to allocate manually.

...it is your job to create invoices
for clients.

See chapter “Unbound”. Unbound
jobs to be used with caution.
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Typist Groups

ScribeManager’s Typist Group facility enables you to put your typists into groups for convenient
management and greater automation. For example, if you have 10 typists, you could do the
following;:

- create a typist group called “night shift” and put 4 typists into it
- create a typist group called “US based” and put 8 typists into it
- create a typist group called “medical” and put 7 typists into it

A typist can of course be in more than one group.

Whether you create typist groups or not, all typists will all still be in a group called “All” that
cannot be deleted.

To create or edit groups, go to Settings, System Users and click “manage groups”.

The typist group facility can be used to assist and automate your allocation process. For
example, you may want to ensure that a particular client’s work is always done by a certain
group of typists, perhaps those in the same geographical location as the client, as they will be
more familiar with the accents in the recording. To enable this, you can set a client to a
particular group by going to Client Management, Clients, selecting the client, and then choosing
a group on the “auto-set group” dropdown.

If you associate a client with a group in this way, whenever that client adds a job only the chosen
group of typists will be shown as available.

You can however override this group selection for individual jobs if you wish.




The Add Client page

Click Client Management, Add Client.

The data you input on this page will be saved as the default for that client, and will appear
whenever a new job for this client is added (although you can change it for individual jobs).

Add Client
ﬁgmga:y | |1 Enable Auta Claim @ ves O wo 2 Formatting Doc 9
Auto-set level: [ More v |3 | |[ Browss.. ]
Country * [None v| —
Auto-sek group: [ More v |4 Biling Motes 10
Address 1 | |
. | B S E—
Address 2
On kypist upload,
Address 3 | | autarnatically Isent:l DG
transcripk ko client
City | | On kypist upload, Formatting Motes (kypist will see) 11
State | None 3 | automatically set

transcripk ko GQC

On QC approval,
automatically send O
transcript to client

Post code * | |
|
| Client Motes 12
|
|

Office Phone

Invoicing preference Single Invoicing (%) or Collated Invoicing O T

Company Reqg.

|
Fax |
|
|

Mo, Email invoices to | | 8
weh site Billing Preference * [ per min. v|
First Contact Estimate dss File length? &) turned off allocation Comments 13
First 1 " | | O turned on, default to "normal play" mode
irst Mame
O turned on, default ko “"long play" mode

Last Mame * | | Currency * [ America [United States of &merica), Dallars v|
s | | T —
Direct Tel. | | GST % Sending Reminder 14
Home Tel, | |
Skype | |

[ 1

Below are explanations of the functions of fields on this page.
1 — Enter the client’s details carefully, because they will appear on your invoices to the client.

2 — Auto-claim is a feature that enables suitable typists to claim work for themselves without
you having to allocate it to them. See the chapter “Auto-claim”.

3 — If this client always uploads files of the same level of difficulty, set that level here (5 = most
difficult), so that all files they add will be automatically set to that level when uploaded.

4 — If you want this client’s work to be done only by typists in a particular group you have
created, select that group here.

5 — If you want to pay your typists the same rate of remuneration for all this client’s work, set
that rate here and it will appear by default for all this client’s jobs.

6 — These options enable powerful automation features in ScribeManager. See the chapter
“Automation”.

7 — If this client wants to receive one invoice per job, select Single Invoicing. If they want to
receive one invoice containing multiple jobs (e.g. monthly invoices), select Collated Invoicing.
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8 — By default, invoices are emailed to the individual client who uploaded the work. If the client
wants them to be emailed somewhere else, e.g. their accounts person, enter the email address
here. You can enter multiple email addresses in this box, separated by commas.

9 — If you upload a document here, it will appear to all typists who do this client’s work. You can
use this to provide templates, vocab lists, etc. You can upload any file type including a zip.

10 — If you add text here, it will be displayed to you when ScribeManager is producing this
client’s invoices. You can use it to remind you of the client’s invoicing requirements, e.g. “post
hard copy”.

11 — If you add text in this field (e.g. “Always use font size 12”), it will appear to all typists doing
this client’s work.

12 — Add here any general notes about this client (e.g. “Always obtain a purchase order before
beginning work”). They will appear on the Edit Job page.

13 - Add here any notes about the allocation requirements of this client (e.g. “allocate to more
experienced typists”). They will appear on the Edit Job page, where allocation is done.

14 - Add here any notes about this client’s requirements re sending their transcripts to them
(e.g. “telephone client when sending transcript to them”). These notes will appear on the
Manage Transcript page when you are sending a transcript to the client.




The Edit Job page

Click Admin Jobs, Jobs List, and then click on the number of the job you want to edit.

The Edit Job page is where you edit all aspects of a job, and allocate files to typists.

Edit job 2 {Transcripts not all produced) ast saved: 13114 19-10-09 Delete Permanently Change to Deleted Status
Job Mumber 2 Client Formatting doc  Mone Formatting Motes (typist will see)
Clienk * [ &cme Conzolidated w1 Vocab doc | |[ Browse.. ]6
Contact * | Andrew Adams - |
) | | Biling Preference® | per min, v|
z::::i Z:::::e E 1200 Fri DLk Jam 10 2 Currency® | Americ;a [United States of America). Dollars » | Client Hotes
Internal Deadine  [8] 12:00 Fri Olst Jan 10 # Rate
Bound? [ Bound v 3 G5T %

Allacation Comments

On bypist upload,
automatically send ] 4
transcript to client

Postage

O bypist upload,
automatically set O Other Charges Amk
transcripk ko QC

g8 Sending reminder

Courier | |

On QC approval, Other Charges Desc,

automatically send ] o
transcript to client Billing Motes

Estimate dss file @ turned off Motes ko self re this job
length?

O turred on, default to “normal play” mode

Upload Comments
O turned on, default to "long play" mode P Please type verbatim.

Auto-claim Enabled @) ves O o @ 5

18 17
Audio Files for Job 2 WEER | 5va uploader P9 | acdd mare files ko this job here, Cascade first file  [-1[+]
File Name Level Group Mayday Typist Typist Deadline Length RoR
[ =11 [a%]12 [of %13 [Please Select s 5] 12:00 Fri D1st Jan 10 21 00:05:00 permin. [
Filename: Test Fiie 10 ) o 15 16
tename | otiginal [mp3, 1.14ME]  Motes to Typist For This File

converted [mp3, 2.29MB] | |14

1 — This is the client for this job. If you change to a new client, the new client’s default
information will appear in all other fields on this page.

2 — You can set a client deadline, and also a company-internal deadline (which cannot be later
than the client deadline), and also, beside each sound file, a typist deadline (which cannot be
later than the internal deadline). Typist deadlines can be different for different sound files.

3 — Most jobs are “bound”, which means that the typist/s must produce one transcript per sound
file. Anything else, e.g. two sound files requiring only one transcript to cover both, is called
“unbound”. Working with unbound jobs is advisable only for experienced users of
ScribeManager. See the chapter “Unbound Jobs”.

4 — These advanced features will be dealt with in the chapter “Automation”.

5 — Here you can enable or disable auto-claim for this job. Enabling auto-claim means that
suitable typists can claim files without you needing to allocate them. See the chapter “Auto-
claim”.

6 — Here you can upload a document that will appear to typists just for this one job, e.g. a
vocabulary document.
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7 — If you enter a figure for postage, it will appear on your invoice to the client for this job. The
same applies for the “Courier” field.

8 — To add another type of charge to the invoice for this job, enter the amount and the
description, e.g. “proof-reading” and “50”. This will also appear on your invoice to the client for
this job.

9 — In this box you will see the comments the client typed when uploading the job to you. Note
that the typists do NOT see any comments in this field, because it is often inappropriate for
typists to see unedited client comments. If you want the typist to see them, you need to copy
them into the Formatting Notes field.

10 — Click on the “rename” link if you want to rename a file (for example if it contains a spelling
error). Only available if the file is unallocated.

11 - Here you can set the level of difficulty for this file if you wish, if it is not set by default.

12 - Here you can set a group for this file if you wish, if it is not set by default. Note that the
typist drop-down menu, a little to the right, will only show typists who are in the selected group.
It will display them in this order: same level as the sound file, then those higher, then those
lower.

13 — The Mayday feature can be used when a file needs to be allocated urgently. See the chapter
“Mayday”.

14 — Whereas the Client Formatting document and Vocab Doc will be seen by all typists
transcribing files for this job, any text you type here will be seen just by the typist transcribing
this one file.

15 — ScribeManager is in many cases able to insert file lengths automatically when files are
uploaded, but when it does not, you can add or edit the file length here.

16 - Here you can add or edit the rate of remuneration you will pay to the typist who is
transcribing this file.

[13 ”» ({32

17 — If you click “+” or “-”, the RoR for all unallocated files will be raised or lowered by 1.
IMPORTANT: Smart use of this feature may enable you to reduce your spend on typists by 10-
20%. See the chapter “Using ScribeManager to Reduce Your Spend on Typists”.

18 — If a client uploads multiple files that are of different lengths but otherwise similar, you can
simply set the group, level, deadline and RoR for the first file, and then click “Cascade first file”,
and those parameters will be automatically copied to all the other files (except those which are
already allocated).

19 — To add extra sound files to this job, use this feature. If you want to add not a sound file but
a link to a file hosted elsewhere, on the drop-down menu select “URL adder”. See the chapter
“Adding URLs”.




Quality Control

ScribeManager cannot itself do QC, but it can enable you to keep track easily of transcripts that
are undergoing QC.

To set who the QC person is, go to System Users and check one of the boxes in the QC column.
All QC emails will now go to that person. You can change that to a different person any time,
e.g. if your company works in shifts.

To prevent the QC person from seeing clients’ identities, go to their user page and set their role
as QC Manager.

To set a newly-uploaded transcript to QC, go to that transcript’s Manage Transcript page and
instead of selecting “I want to send this transcript to the client”, select “I want to set this
transcript for quality control.”

This transcript will now appear on the Jobs List page with a brown background, so that your QC
person can find their jobs quickly.

The QC person checks the transcript, and then goes to the Manage Transcript page to either
reject or approve it.

A rejected transcript goes red, and stays under QC, until is reuploaded at which point it again
goes brown, until it is approved. An approved transcript goes pink.

ScribeManager informs typists by email when a transcript of theirs is set to QC, rejected or
approved, and the QC person can add feedback to those emails. Typists are much more likely to
produce quality work if they know it is being checked; and they are greatly motivated by
appreciative comments when their documents are approved.

When a transcript is set to QC, an email notification is sent to the QC person and the typist.
When a transcript is rejected, an email notification is sent to CON and the typist.

When a transcript is approved, an email notification is sent to CON and the typist.
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Bulk Invoicing

We have already seen one way to create an invoice, in the chapter “Basic Invoicing”. Using that
method you can create one single invoice, containing either just that one job or containing all
finished jobs for that client.

However, ScribeManager has two more powerful invoicing tools which enable you to create a
practically infinite number of invoices in just a few clicks.

In the chapter “The Add Client page”, we saw how for any client we can select either Single
Invoicing, to be used if the client wants one invoice per job, or Collated Invoicing, to be used if
the client wants all their finished jobs grouped into one invoice (this is useful if the client has
requested monthly invoices).

We can use these settings to create invoices for ALL clients in just a few clicks.

To create all the invoices for all clients who want Single Invoicing, go to Invoicing, Single
Invoicing. You will be asked for the invoice number from which you want the invoices to be
numbered. Normally for accounts purposes you will want your invoices to be numbered
consecutively, so if the most recent invoice you produced was 123, you would enter 124. Click
Create Invoice(s), and on the next page you will see all the invoices, one per finished job,
numbered from 124 onwards. You can preview them if you wish. As per the instructions on that
page, you should then download them and store them safely, and then immediately use the same
page to send them to your clients.

Creating invoices for clients who want Collated Invoicing is exactly the same except that instead
of seeing one invoice per finished job, you will see one invoice per client. Note that all contacts
at the same company are grouped into the one invoice.




Your Clients’ Access to ScribeManager

Your clients can log in to their own version of ScribeManager, though they do so not via the
ScribeManager home page but via the same URL where they upload sound files to you.

When your clients have logged in, they can see the status of their jobs, download their
transcripts when completed, and even download their sound files (original or converted).

The ability for your clients to log in can be very useful if for example they need a transcript to be
resent urgently but cannot contact you. It should also save you from having to deal with
repeated telephone enquiries from clients as to the status of their work, because they can log in
to check the status for themselves. Moreover, it is widely considered more secure to receive
transcripts by download than by email. If you would like your clients to obtain transcripts by
download rather than email, contact ScribeManager support and we will ensure that transcript
emails are sent to clients without attachments, in other words the emails function as
notifications to clients that their work is ready for download.

To get login details, clients simply follow the links on the upload page: “click here to view your
current jobs”.

You can also log in quickly as a client, so that you can see what they see. Go to Client
Management, Clients, select a client, select a contact, and then click on the magnifying glass.
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Edit Messages

If you go to Settings, Edit Messages, you will see four text boxes. The first three contain the text
that your clients see when uploading files to you. If you wish you can edit these messages so that
they contain more information about your policies and processes.

The fourth box contains the text which is used for the body of the email when ScribeManager
sends invoices to your clients. You may like to add text to this field that thanks the client for
sending the work to you, or telling them whom to contact if they have a query about the invoice.

Search boxes

ScribeManager’s search boxes require a word of explanation.

If there is no “Search” button beside the box, you simply type into it slowly, and results will
appear in a drop-down. Note that ScribeManager does not search all fields, as that would be too
slow or produce too many results.

The Jobs List page search box searches: job number, company name, client contact name,
reference number, sound file names, transcript names

The Clients page search box searches: company name, client contact name, client contact email
address

The System Users search box searches: user name, user email address




Automation

A great deal of automation is possible with ScribeManager. You can automate the entire
transcription workflow process up until the point of invoicing, which is currently manual.

Automation has advantages and disadvantages. The obvious advantage is that the more
automated your process is, the quicker, simpler and probably cheaper it is for you to run your
company. The disadvantage of automation is that you lose a certain amount of hands-on
supervision. For example, if you automate the setting of the level of difficulty of files, you will be
unable to ensure that your more advanced typists transcribe the more difficult recordings. In
some situations, care must be taken not to over-automate. Automation suits certain types of
transcription and certain clients better than others.

To automate the setting of level of difficulty of all files for a particular client, go to the client page
and use the Auto-Set Level drop-down menu.

To automate the setting of a group for a particular client, go to the client page and use the Auto-
Set Group drop-down menu.

To automate the setting of RoR for a particular client, go to the client page and enter a figure in
the Auto-Set RoR field.

To automate file timing, ensure your client uploads in a format ScribeManager can time.

To automate the filling-in of an RoR rate for a particular typist, go to that typist’s page and enter
a figure in the pay rates boxes. (NB: this figure will apply only for files that are manually
allocated to the typist, and not for files the typist claims via auto-claim.)

To automate the setting of deadlines on client upload (or more accurately, to require clients to
set them), go to the Company Details page and select “show calendar — deadline required”.

To automate the setting of files to auto-claim on upload, you need first to automate RoR and
auto-set level for that client, and Enable Auto-Claim must be set to Yes for that client. You must
also ensure the client uploads files in a format that ScribeManager can time, sets a deadline, and
enters no Upload Comments. If any of these conditions is missing, to set a job to auto-claim you
simply need to go to the Edit Job page and fill in the missing criterion.

On the Company Details page you will see these three options:

on kypist upload,
automatically send  []
kranscript to client

on bypist upload,
automatically set ]
transcripk to QC

On Qi approval,
aukomatically send [
kranscript ko client
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These boxes also appear on the Client page and the Edit Job page. However you check them on
the Company Details page, that is the way they will be checked by default when you add a new
client from then on (settings for existing clients are not changed). And however they are
checked on the Client page, that is the way they will be checked when a new job for that client is
added.

The meaning of these options should be self-explanatory. Note though that they involve a
significant loss of control on your part. For example, if you check the first box, every time a
typist uploads a transcript, it will go directly to the client without you being able to QC it.




Charges, and Making a Payment

Your first full calendar month of ScribeManager use is free. For example, if you set up your
account on January 15t the remainder of January plus all of February will be free, and you will
only be liable for charges from 15t March. However, we will only ever levy charges if you actively
confirm to us that you wish to become a paid user.

If you have been too busy to try ScribeManager properly, please contact us and we may be able
to extend your free trial.

Your account balance is shown in the top right-hand corner of your ScribeManager screen (it is
not visible to typists). If your balance goes below $0 during your free trial period, don’t worry,
you will not be charged. Once your free trial period is over and you become a paid user of
ScribeManager, you will receive a statement at every month-end detailing your ScribeManager
use and showing your cost incurred, which around that time will have been subtracted from
your balance. At that point you should make a payment to bring your account balance back to
$o (if you pay a higher amount, your account will be in credit).

When you make a payment, ScribeManager will produce an invoice that you can use for your
accounts. To view your invoices, go to My Account, View Invoices.

To make a payment, go to My Account, Make a Payment.
Current charges for using ScribeManager are as follows:

- US $1.00 per month (i.e., $1.00 covers your company’s whole account including
all users)

- US $0.0015 per transcript line that you put through ScribeManager. A “line”
means 65 characters as counted by Practiline. Each transcript for a particular job
is only charged for once, even if it is downloaded or uploaded multiple times, e.g.
for QC.

- If you delete a transcript from ScribeManager, it will still be charged for, because
the service has been used.

- If you delete a sound file for which a transcript was never uploaded, there is no
charge. If you delete a sound file for which a transcript was uploaded, a fee of US
$1is charged but the line count fee for that transcript will not apply.

- US $0.21 per sms message per recipient. Sending sms messages is a non-
mission-critical service that you need use only if you choose to.

We provide technical support without charge.
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Technical support is normally provided free only to you, the CON administrator. If your typists
have technical support questions, they should contact you in the first instance. If you want us to
support your typists additionally, please discuss a paid support package with us.

Our free technical support covers only the usage and functionality of ScribeManager itself. It
does not necessarily cover issues related to users’ local PCs, networks, browsers, operating
system configurations, bandwidth, etc.

Free technical support is provided without obligation or guarantee of any kind.

Please also see the next chapter, “Bespoke Solutions”.




Bespoke Solutions

ScribeManager has been designed following consultation with a number of transcription
companies to suit a variety of operating methods and workflow systems. However, no one
solution can fit all possible users, and for that reason most users commission a bespoke version
of ScribeManager, to be used solely by them.

The advantages of a bespoke version may include the following;:
- ability for your company to have us adapt ScribeManager to your workflow methods
- ability to commission new features

- ability for your company to rebrand ScribeManager as you wish, e.g. renaming, hosting
on a different URL, redesigning the home page and interface, etc.

We are very open to discussing bespoke requests, and we strongly encourage clients to approach
us with their needs.

Note that if you commission a bespoke version of ScribeManager, updates and new features that
we later develop for the main version may not be compatible with your version.

If you have commissioned a bespoke version and another client requests a bespoke version that
is similar to yours, there may be an opportunity for you to sell a copy of your version to that
client. This is however entirely voluntary on your part, and no other entity will have the right to
use your version or a copy of it without your permission.
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Unbound jobs

A bound job is a job where the typist is required to produce one transcript per sound file.
Anything else is called an unbound job. For example, a client might upload one sound file
containing three interviews and ask for one document per interview. Or they might upload two
sound files and want both put into one transcript.

Be aware that processing unbound jobs is not as straightforward as processing bound jobs. For
example, with a bound job ScribeManager knows when the job is complete because each sound
file has a corresponding finished transcript, but, with unbound jobs, a transcript does not
usually relate to one particular sound file, so the only way for ScribeManager to know when the
job is finished is for it to ask the typist on transcript upload if that transcript is the last one for
that job.

Because it can be complex to process unbound jobs, only experienced users of ScribeManager
are advised to do so. Notes below are provided in brief, and assume considerable familiarity
with ScribeManager.

To set a job to unbound, go to the Edit Job page and in the “Bound?” drop-down menu, select
Unbound. It will not be available if any files for that job are already allocated. Note also that
unbound jobs cannot be used with auto-claim or Mayday, or if the Billing Preference is flat fee.

Each time a typist uploads a transcript for an unbound job, ScribeManager will ask her if it is
her last transcript for that job. If she confirms that it is, ScribeManager knows she has finished,
and on the Live Jobs page a “typist finished?” drop-down will change to “yes”. However, if the
transcript is thereafter set to QC, it will change back to “no”.

ScribeManager only assumes the whole job is finished when all the “typist finished” drop-down
menus are set to “yes”. You may need to change some of them manually.

When a job is set to unbound, the right-hand part of the job is purple, but when transcripts are
uploaded, the backgrounds to the transcripts will be as usual on ScribeManager, e.g.:

client Deadlines Reference Job Added Charge Fn Uc ¥ Fd Bound? Invoice
3 Acme Consolidated 12:00 Fri 1sk Jan 10 23:00 Mon 19th Oct § 1,00 Unbound
Transcripts  Andrew Adams 12:00 Fri 1st Jan 10 per mir,
not all
produced
File Typist Deadline Length Typist  Level RoR Mins Trans MNTF H
Filename: Test File 12:00 Fri 1sk Jan 10 00:05:00  Abigail 7 $0.50 “T| Interview 1.doc
original [mp3, 1.14MB] Adams PEr mir, o Uploaded
converted [mp3, 2.29ME] Q\ 19.10.09 23:03
o
Interview 2.doc
Uploaded
19.1_9;09 2304
3
bypist finished?
ho W
00:05:00 27

Because with unbound jobs individual transcripts do not equate to specific sound files, when a
transcript is uploaded, it is shown beside all of that typist’s sound files for that job.




Uploads

As described in the chapter “Adding Jobs to ScribeManager”, clients can choose from several
upload tools when uploading files to your ScribeManager account. Multiple tools are offered
because no one tool works for everyone.

ScribeManager offers three upload tools which your clients can use to send you files— Java
Jumploader, the Standard Uploader and the Primitive Uploader. However, it is also possible for
your clients to send you files via ScribeManager’s YouSendIt account. If they do this,
ScribeManager support must add the work manually to your job, so expect a delay while this
happens.

Instead of using ScribeManager’s YouSendIt account, you can use your own. In fact you can use
any system that involves the delivery of a recording via a URL, such as Box.net, Tonsho,
Youtube, and many others. For more information about this, please see the next chapter
“Adding URLs”.

If your clients use the main three upload tools on ScribeManager, please bear the following in
mind: the transfer of files across the Internet is a complex technical process, especially for the
large audio files that are used in transcription. Internet bandwidth is often unstable, and
frequently “cuts out” momentarily, which can prevent a file transfer from succeeding. The larger
the file being transferred, the longer it takes to transfer; and the longer it takes, the greater the
likelihood of a bandwidth cut-out during transfer.

Other factors that can prevent file transfers from succeeding are:

- excessively stringent anti-virus or network security settings on the uploader’s PC
- non-standard and inappropriate browser settings on the uploader’s PC

- a crash or “freeze” on the uploader’s PC during transfer

NB: an upload that according to your Jobs Page has failed may not have been a genuine upload
at all; the uploader might have been merely looking at the upload pages for future reference.

In short, there are many factors involved in an upload, most of which are beyond the control of
ScribeManager, and beyond our capacity to investigate. If your client is unable to upload using
the three main upload tools, they should use ScribeManager’s YouSendIt account.

Of the three file uploaders provided by ScribeManager, the Java uploader is unquestionably
superior, because unlike the other two uploaders it can usually overcome bandwidth cut-outs;
moreover, during a Java upload you as the administrator can see the percentage of the file
uploaded (just as the client can), so that you know it is still in progress. Plus, when your clients
are selecting files to upload via Java, they can select and drag, rather than having to browse for
each file individually. We strongly recommend you encourage your clients to use the Java
uploader, because once a client is set up to use it, all concerned should experience fewer issues.
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Adding URLs

The most usual way to add work to your ScribeManager account is to upload sound files to it, as
we have seen. However, ScribeManager also enables you to add not the sound file itself but a
link to a sound file which is hosted elsewhere.

When you add a link rather than a sound file itself, the basic difference is that ScribeManager
does not host the file, so when you or the typist download it, you do so not from ScribeManager
but from the external location where it is hosted.

There are two main reasons why you would want to add a link (a URL) to ScribeManager rather
than the file itself.

Firstly, it saves time in certain situations. If one of your clients provides you with a link to a
sound file which they want you to transcribe, instead of downloading the file and then
reuploading it into ScribeManager, you can simply add the link to ScribeManager.

Secondly, this system may enable you to integrate your current file transfer method into
ScribeManager. If for example you currently receive files via YouSendlIt, you can continue to do
so via ScribeManager. Please contact us if you wish to do this. What we will then do is add your
current file transfer method as an optional upload tool for your clients to use, as in the
illustration below.

TEST Inc.

Please ensure you are using either Internet Explorer or Firefox, and then carefully select an upload
tool from the options below,

Java Uploader - By far the easiest method. No need to browse for each file separately. Overcomes most bandwidth issues. Easier
for transcription firm to prioritise your work. Requires the latest version of Java. NB: some firewalls may not permit you to update
Java. (Update your Java) Uses secure socket layering at 128-bit encryption.

Standard Uploader - Should work on most PCs straightaway, but you need to browse for each file separately. Does not
overcome any issues with your bandwidth. Uses secure socket layering at 128-bit encryption.

Primitive Uploader - Should work on virtually all PCs straightaway, but only one file at a ime may be uploaded (though you can
zip multiple files into one zip file). Much less convenient for transcription firm to process. Does not overcome any issues with your
bandwidth. Uses secure socket layering at 128-bit encryption.

YouSendt “# - recommended for large uploads. Highly reliable uploads but files are not converted to mp3 by default. Uses
secure socket layering at 128-bit encryption.

By default, the YouSendIt option links to ScribeManager’s YouSendIt account, but we can make
it link to yours, or to any other file transfer system you use. We can also alter the text for you,
for example to include guidelines to clients about when to use this option. You may want them
to use it only for files above a certain size, for instance.




To reiterate, when your clients upload using your own file transfer system, the job is
automatically created on ScribeManager but the files are not added to the job. You will receive a
notification from your file transfer system containing links to the files, and you must manually
add those links into ScribeManager using the URL Adder on the Job Edit page. To do so, go to
the Job Edit page, then go to “Add files to this job”, and select URL Adder.

When you add a URL rather than a sound file, ScribeManager cannot automatically time the file
or convert it to mp3, because it does not have the file, so you will need to add that information
manually.

Here is a final but important point about adding URLs. Most file uploads to ScribeManager are
trouble-free, but occasionally a client is unsuccessful, whether due to human error on the part of
the client, poor bandwidth, firewall settings, or a number of other factors. In these situations it
is virtually impossible to ascertain the cause of the issue since it is dependent on so many
variables, and there may be a natural tendency for the client to blame you, or ScribeManager.
That is the main reason why we make the YouSendIt option available. YouSendIt has over 14
million users and is highly reliable, so should always work as an option of last resort; and
because it is not part of ScribeManager, clients cannot blame you, the transcription firm, if they
fail in their use of YouSendIt.

If you integrate your own YouSendIt account into ScribeManager, you add the URLs manually
yourself. If you use ScribeManager’s inbuilt YouSendIt account, ScribeManager support will
add your URLs manually — please allow time for this.

The URL:s for files uploaded to your via the ScribeManager YouSendIt account are visible only to
you but are not password-protected. If you require password protection, you should use your
own YouSendIt account.
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Other products

ScribeManager is one of several sophisticated and innovative tools from Tyger Valley Systems
for use by transcription firms. Others include:

ScribeSifter

S applicant testing software
7 H for transcription firms
scribesifter LA

K here

ScribeSifter enables you to configure your own online test that can be taken by an infinite
number of applicants. It automatically filters out the unsuccessful ones so that only those who
pass get through to you. No more need to waste time sifting 1000s of dud applications to find
the few who make the grade. ScribeSifter does all the hard work for you!

Speechfilter

g‘speec hfilter making recordings clearer

Speechfilter is a hardware solution for transcribers that reduces the volume of background noise
that obscures voices in recordings, boosts volume on quiet recordings, and routes or blocks
stereo channels.

FindTranscriptionWork.com

The web's number one
source of transcription work click here

FindTranscriptionWork.com is a completely free site where you can post any transcription
vacancies at your company. You can also use it to browse resumés added to the site by
transcribers.

[Continued on next page]




The FTW Transcriber

the . transcriber

The FTW Transcriber is free transcription
software with a wide variety of features:

= displays business opportunities for
transcribers

= plays huge range of file types (it plays
whatever Windows Media Player can
play)

= plays video files (mpeg, wmv, flv, etc)
with visuals displayed

= plays files either on your local drive or on
remote servers without downloading
first!

= local files play instantly - no wait for
loading

» range of features including auto-
backspace, hotkeys, speed adjuster, etc

= can be used with hotkeys, the Infinity
USB pedal (same as Express Scribe
pedal), the vPedal, or Olympus RS27 and
RS28 pedals
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About Tyger Valley Systems

Patrick Gubbins (Managing Director)

In 2000 Patrick founded what is now one of the UK’s largest
transcription firms, which attracted venture capital backing in 2002
and now processes around 15,000 hours of recording per year. He has
designed and project-managed transcription workflow systems,
transcription recruitment systems, and a variety of transcription-
related web sites and software applications. He has a degree in
Mandarin Chinese and speaks several other languages.

Brian Prosser (Strategic Development Officer)

Brian has had a long and distinguished career in information
technology, having headed the development of Washington Mutual
Bank’s online banking system, and participated in the design of
Windows Media Player. He is a serial entrepreneur, and has founded a
graphic design publishing company, a construction company, a server
hosting company, and has been responsible for the design and
programming of countless web sites. He has lived and worked in many
countries and speaks several languages.

Hiram Dixon (Chief Technical Officer)

Hiram was an early pioneer in network technology with a focus on IT and advanced PHP
development. He serves on the technology advisory boards of several organizations and
enterprises, including EMU Webware, the Perth State Technology Board, and the Open Mobile
Alliance. Hiram has a degree from Cardiff University, and is a regular guest speaker at IT events
in the USA, Australia and Europe.

Maris Janelsinsh (Senior Developer)

Since 2004 Maris has built both large and small corporate web sites, plus innumerable personal
web pages and blogs, as well as several intranet and extranet sites for Tyger Valley Systems. He
has worked with a wide range of Web technologies including XML, CMS, HTML, PHP, Perl, C,
JavaScript, Ruby and Java. Maris has a degree in Computer Science from the University of
Riga.




What Else Do We Do?

As well as the products outlined in this manual, we’re able to provide a wide range of services for
transcription firms, including but not limited to the following:

» software programming (php, html, Ajax, Javascript)

» database development

» web site design, hosting and maintenance

» photography, video production and webinars

» social media integration (Facebook, Twitter, etc)

» content management systems (e.g. Wordpress)

» IT troubleshooting

» digitization of analogue material, e.g. cassette to mp3

» application programming (Windows, Android, iPhone)

» e-commerce solutions, secure transaction, shopping cart integration

» database compilation
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