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Introduction

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

Webre Tyger Valley Systems, and we provide many
transcription firms. To | earn more about us, please see the last couple of pages of this manual.

At Tyger Valley Systems ve know that all transcription companies are different, and therefore

we dond expect one workflow solution to suit everyone perfectly. For that reason, although
youdre wel cofinset aanod aursded tvheer s i o nwwue.Scriligklanagbreoia nager
most of our clients do not use that versioni 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 inthismanualtoA Scr i b e Ma n a g STABIDARP eersiontoh e
ScribeManager, not bespoke versiors that have been configured for particular client s.

This manual is for administrators who are ma naging transcribers. If you are a solo transcriber
or a typist undemanagement, pleasendovwsibad the appropréate manual for
your needs from this web page http://www.scribemanager.com/manuals.html

ScribeManager is a backoffice workflo w 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 staff costs and | esslikelihood of human error.
In addition, Scrib eManager should enable you to reduce your spend on transcribers by 1620%
or more, as this manual will explain.

ScribeManager helps you in other ways, for example by backing up your data, providing your
clients with convenient upload tools, automatically ¢ onverting 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 ofits 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 benefi ts
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, pleaseemail
us via the contact page of our web sitewww.ScribeManager.com.

at



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 13", the remainder of January plus all of February will be free,
and you will only be liable for charges from 1st 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,c | i fckr iot your |l ogin?0 on the home

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

- never let more than one person in your company use the sane admin login details at the

same ti me; if they do, they may overwrite efg
page has a fAchecking outo feature that wild.|

page at the same time, but it only works if they are using different logins.

- if at any time ScribeManager functions differently from what is described in your
manual, please check for a newer version of the manual. Again, please notethat this
manual applies to the STANDARD version of ScribeManager, not to any bespoke
versions configured for particular client s.
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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.

A Firstly, your client uploads files to your ScribeManager account via a URL that
ScribeManager providesfor you.
A 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
A ScribeManager automatically converts most file types to mp3, giving you and your

typists the option to work with the original file or the mp3 version.

A You can either allocate files to typists manually oru s e fAcAlua iomappropriatee .
typists from your pool claim work for themselves in a controlled manner .

A ScribeManager enables you to manage the ratesgu pay to typists in such a way as to
minimiz e your expenditure on typing staff.

A When typists have produced a transcript, they upload it back into ScribeManager, where
it can be easily set to QC if required, or sent to the client.

A 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 ScribeManagerand see the progress of their jobs,
download their own sound files (either the original s or the mp3 versions), and also download
their transcripts.

ScribeManager enables you to divide your typists into five levels of ability, but you can also
divide them into groups for convenient management, e.g. according to territory, cost,
experience, shift, or anything else you wish.

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 © try ScribeManager, please sign up for a free trial at
www.scribemanager.com, if you have not already done so, and followthe 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 appr@riate for you. Guidelines below.

Company Details page (top part)

ScribeManages - Campany Detalls

¥ Dalx Us 187 M--pqtn-ﬁ.;.
Ecrlbemanager i 9vm gpset 1 e Jane Sl win Test Company 08 22 535 20 0t 10 Logowt i

Aderin Jolis Chent Managemet Connemic ations Invecing | Reports | Settings ‘ My Account |

Company Details

Test Comparry

Covpany address* | | Flke Flace

Country™ Urddek Sl -

B Wadwgion -

Chy |Seote

Peatcode® 98101

Your tine 000 GNT CA00 Pachic Time -

After selecting your tine 20ne, save this page and then see the top right comes
For your local time. NB: when docks change In your kocation for susner time,
you wil need to adiust your ScnbaManager time wsing this drop-down

Chent upload page

L hetp: A TestConoany scrbenmaoerdey com ]
':-:::;;‘D- Show calender - deadine ieqied » )
Backgrouna cobor (LA 3

To sebect & background colw, anter a Pex triphet nusbear (without #). Examples have: hitp (oo wihipada. orgivahilie of colory

Fom Tahoms v 4

17 this is the URL your clients must go to when uploading files to you. You can eithertell them
this URL or link to it from your web site.

21 here you can decide whether you want toforce 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.
31 choose a background color for the upload pages, e.gthe color used for your web site.

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

ScribeManages - Company Detalls

gt T | S v W T SRS (T | I Ve— )Y vy [ FULL VNS U (IR ¥ SIS

Fort Tahoma v
Site Preferences

For bound wobs, 1
transcngt bkl most v
el sound fie btle

Emal rwecices From® | accounts@tesicomparny nio

£mal barcopts L

:"::_'n.b o transcripte{@testcompanyinto
o0 bypst uplosd,

wAca aky i) 3
transcrigt to et

On QC approvd,
Aty sand
transcrigt Lo dant

ND: I you check any of the above three opbiors, they wll be appbed by def ol only to ciants you acd AFTER the bree you check them, To akter ophiors for dienks
shready addad, you et ack that dert'’s page, This is to ensble you to have diferert options cheched for dfferent chents,

Logo {must be of,
¥G, prg or brp) n
Unintn Logo A | ]

Estimate dss file length? &
9 burad off
turned on, def auk to nornal play” mode

buned on, defauk to long play” mode

Hnancial 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
Ailnterview with John Smith. mp306, ScribeManag
or fAlnterview with John Smith.txtbdbh. dbcd obut
I nterview. doco, etc.

21 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.

3ithese options are ways of automating some
unchecked for now.

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

57 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 indi vidual clients and jobs.

er
fido

of

hn
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Company Details page (bottom part)

ScribeManages - Company Detai
fnanclal Settings

Ramuner stion
Prefererce® P -l 3

Eling Prefarence®  par nar v 2
Currency® Arrwrccn [Urbed Statms of Arrwtical Dollers -

§ Rate 100 A

Sabes 1o %* 10 11 yora do ot skl sades bace, s seder O o this held, 5

Sales Lax rare™ =

Invosce Header* '

Floase entor text 1o rvoice haader, .Q. COMPany Name, Companty address, phone cumber, oLr. You may use himl IF you wesh, IF you would e graphics Lo be added 20 your rwoices (e.Q. your Qo
Paypal ton, str) or viould e helo with Formatting test, plasss corbact us, To previesy, chok the magnéying glass ion balow, Remember that you can add blark knes to sagrove the ins spacing n your
e

Note that images sppear keft-austied, To cartre an made you need to adiust the shape of the mage. 'We are haopy 1o o225 mith this on raquest

invoice header

Invoics Footer *
Flease enter text for rvoce Focter, .0, payment tevme, bark detals, company dractor names, etc

invoice footet

17 here, select the method you normally use to remunerate your typists. You can change it for
individual clients or jobs later.

21 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.

417 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 clientsyou 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.

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

6 - type here the text you want at thetop of your invoic es (it will appear centered on your
invoices), then in the next box add the text for your invoice footer (i t 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 nexchapter, fAAdding Userso. 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
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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 athe users who have logins in your
ScribeManager account, which at present should be only one.

Typent Login Actiye Location Level Lroups  mAnNanNs Qroups Save I

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
Instruc tions

For cl arityo6s -spdfilstcmame amndtagt mameathatrbatd leegin with the letter A;

select level 1; select the role of typist; use your email address; think of a memorable username,
e.g. the typistbds first aamnmdd sleadt | pgimeas ;i nfloen oc lu
receive an email confirming your password as the typist; you can ignore this email for now.

You should now see something like this:

is @



Abigall Adams Last saved: none
First Name * |Abigail | Dwea Groups
Last Name * |Adame | Home
Achys E Yes Mebide Login Username *
Level 1 - Shype
Row * Topast ~ e Currert Username  absgaiadants
Emad * ;[ynuv ?mml ada"n;_s [ am Change Lsername  abigailadams
Jat {00 | MM | YYYY
Beth Date — | Y e .
Gander L Male ' Female
Parsonal Page
Natrve Language | Nons - Login Password
Couwrkry Noos v Pay rates
fddress 1 | | Reset I fesat and send temporary password
| | Por Manse e
Address 2 :
) 1 7 oerWoed Assigned fles
Address Per Line
Chy | Flat Rate Thes usar does not ourrantly hirve any sssgned obs
State Nons
Puost code | Maydoy & -
v =t Autoclasn ] s
enabled?

Now go to Settings, System Users, and again click Add New User, anddd a secand 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 emai l address; thi
| ast names; then clni dlnffoSawe uasred 0s en dAglad qi,
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 level3; select the role of typist; use your email address; think of a memorable
username, e.g. the typistbds first and | ast
before you should receive an email confirming your password as the typist.

You have now addedthree typists of different levels, and on the System Users page/ou should
see something like this:

System Usoers A Mo Lsot
Name Logn (0N L) 8 Role Active
O lene S1eh @£ G 0 Admn Yes %
Typist Login Actiye Location Level Groups  MANANE QUoups Save _]
O gl dufares Qv = )
0 precds frown b 2 v a
O Carol Cooper = 3 v (%

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 adda client.

nk o
y ou

name
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Adding A Client

Clients can upload files to you even if they have not been addd 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 fAper min.o; set the currency
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 madeup 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 Lask saved: 17134 19-10-08
oo Acme Consolidated | Cclient Preferences Fommnatting Dox
= | Boowe
Courtry * United States ~ Enable Aucto Clam ®) yas No —————J
- - - Eling Nobes
Address | 1 Smith Street At sat level: Noew v i
Addross 2 #to-set group: H-:‘cr v
#to-sat Rok:
Address 3 i oR
- - 1 On typest upload, < (ty P
Chy New York automaticaly send 7 Formatting Notes (typist vl see)
- - transcngt to cent
Late New Yok ~ X
. On typit uplosd,
Pozt coda * 12345 automaticaty sat O
D2 transcript to QC
Cffice Mhore On QC approval, ot Notes
aomaticaly send [ :
Fax transcrpt to dient
Comparyy Rag
No. Irevoning pref erence Srgie Irrvoiang €0 or Collsted Jrvascng O
Web site Emad rwokes to Alocabion Comments
flng Frefetere * a1 v
Contacts [ add contact |
Estimate dss file length? (%) buynad off
Andrawe Adooe

© turnad on, defak to "normal play” mode

~ < "
J turnad on, defauk to “ong play” mode Sending Resunder

Currency * Amenca (Uried States of Amencal Dotlais v
§ Rate
asT% "1n00

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.

as




Adding Jobs to ScribeManager

There are two ways to add jobs to ScribeManager:

l-yourclient( or you, on Yy o uganuplddfilesditedhsintdyeun SclibEManager
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 canadd a job yourself by going to Admin Job s, 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 ready1,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. Inthisexa mpl e we wi | | uBest an m

Filemp3d; you may | i ke to take an mp3 file and
instructions. (You will be shown later in this manual how to add a URL instead of asound file.)

First, log out of ScribeManagerin order to prevent login conflicts .
Then go to the client upload URL and follow the instructions , which should be self-explanatory.

Your clients can upload as many files at me time as they like, but for this test job please only
upload one file

Allocating a job

When you havefinished uploading a file, you will gone through the process your clients will
experience when they upload to you via ScribeManager

Now 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

2 Acme Consolidaked 12:00 Fri 15k Jan 10 g:40Mon 19th Oct 7 | Bound

?ranscripts 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

The job details are in the blue band, and the sound file details are in thewhite band. If there are
some things on the screen that are not clear to you, do not worry at this point.

ren
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We will now allocate this job to a typist.

~

Click on the job number in the top left, and yo
contains all the details of thejob. Fi nd fARateo in the middle of the
a sample rate which you will charge the client). Then go to the bottom of that page and you will

see the sound file you uploaded. -d8wtmenu,he | evel

allocate the sound file to the first typist. In the bottomright -hand corner, ydu
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:

LN | ava uploader N . 534 more fies to thes b haee,

File Name Level Group Mayday Typist Typist Deadline Length RoR

1 - o - Atgad Acams (1] w =\ =] 12100 Fvi 015t 3an 10 ) (000500 050 eerme B3
Flename: Test Fle
gl [me3, 1.1448) Hotes to Typit for This Fle
wayerted (me3, 2.290M8)

If the background to your file is white rather than peach, this is probably because you have not
set a deadline. D o n Batkgreuad colors wil becexptained laters n o w

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 into 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 gl Asewbrowe widewwillh e
open,andyouwilbe asked for that typistds password.
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 inj.e. something like this:

MNo. Sound File Length Deadline Bound? Pay Rate MNotes ¥. Fd Upload Transcript
z Filename: Test File 05:00 12:00 Fri 1t Jan 10 Biound per min.
atiginal [mp3, 1.14MB] 0.50 -
converked [mp3, 2.29MB] Upload

You will notice that certai n 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 fioriginal 6, which
downloads the samefile that the client originally uploaded, or by clicking on ficonvertedo (if
available), which downloads the mp3 version that ScribeManager createdi this is normally
smaller than the original file.

Wi
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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 transcribed™® {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 wildl u
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 c¢cl ose down this browser, and return

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 g
can quickly see the status of jds. More about this later. =
The transcript has been uploadedby the typist,and has been emailed t o% ad
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. %
(&)
n
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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 sentthe transcript. It
is better to send the transcript from within ScribeManager. (Note that with ScribeManager,
everything happens within the Internet brows er. This means that if your computer ever breaks
down, or you lose your access to the Internet, all is not lostT 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 lé your client download the transcript (details later), but if you sendit to them
from within ScribeManager, ScribeManager then has a complete record of the workflow for that
file.

To send 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 t hastenpdagehiasnd rcalniscckr ifiplt waon tt hte

now see something like this:

Transcript History: © To! wia@tastcompary info

+ 1 went to delete the transorgk whouk greng BOC tox
Teschach to tre typst
, 1wt o st thas tr s gt Tor by e Transcpt Test File doc
contral Comesents to
Tha trarscriot hass been QCad and | mant Lo Sart
fefact &, mith the ogion to Feed back tothe
brpast,
") The trarecrot has baen QCed and [ mant to

wpeires &, seth e cption to feed badk to
the typist Client contact epail:

. xu---,ﬂr«...'u' T uh” ¢ infolitestcompany, info

Trapscripet title; Test File,doc

Recording qualiry: Good

Comments to client: JSome words could not be made out
Vords missing: Some words could not be mede out
Minutes toanscribed: 5§

Dear client ~
Plense find your Lranscript attached:

Sending ilafo:

oneo lidated

1 Smith Street -

\ Send [

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 you email, assuming
you used your email address for the client.

You should now be back on the Jobs List page The job is no longervisible on default view,
becausethe default is to show only unfinished jobs, and because you have sent the transcript to
the client, this job counts as finished for workflow purposes . But we still need this job, because

we have toinvoice it. Tofind it, gotothedrop-d own menu besi de andbetectwor d

AAll transcripts sent to client, job rétay
jobs whose transcripts have all been sent to the client will be displayed

for

e0 C

/




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 t he 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] 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 clientafter the job is complete. If you usually invoice clients before
starting work, please contact us.)

Click on ACreate invoicebo. Enter an invoice nu
like this:
Create invoice
Billing info for job #2
Company: Acrme Consalidated
Contact: Andrew Adams
Send to Email: info@testcompany.info
Include in invoice: (%) Only current job - #2
) All finished jobs for this
carmnpany (i.e. where the status of
the transcripts is "Sent to client")
Enter Invoice MNo. |-|23 |
[ Create invoice(s) l
. - . . . ©
Click nACreate invoice(s)o. You should now szee
3]
=
)
o))
©
c
©
=
(]
e
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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 \l

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 aga.

Note that ScribeManager doesNOT store your invoice, so for your accounts records you will

probably want to download it to your PC, which
clicking Proceed. When you have it safely on your hard drive, email it to the client, by selecting
AEmail the invoice to the clientd and clicking

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
seea 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 ®sme most
fuller explanations, and demonstrate its more powerful tools, w hich 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 createall your invoices

I a huge time-saver.

y O
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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.

Last saved: 12:59 27-10-10

Fieck Name * {Abigail Direct tel Groups
Last Nana * .Adnm: | Hore
Ao tost
Active ¥ Yes Mobils
Loved 1 - <k
Shype M
Logn Username *
Boke *
ol ' Ty;m = - MEN
Eme rdo(@4estcompany F
Emat * LA :?:”'j',‘:fr,ﬁ?",'r mfo AlM Current Username  abigaladans
futh Date L 1l 0O | M [ YYYY SM5 rmber | Change Username | shigadadams
Gandar Maw Female
— Persoral Page
Englsh P
rates
Languages v ay Login Password
Franch
< - Per Mevde 50
Country None - - 2,
Pt Word | Resel | Reset and sand temporary password
[ | Perlne |
Address 2 Assigned Flles
. ocr of Wh
Address 3 Per Hour of ‘Wark,
Flat Rate | This user does rot currently have any assgned obs
ry :
Sate None « Mayday &
Dol f | Autoclaim AR
Pos code L enabled?

Under A Pay iverentueestion moxeg whére 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, ent er t hat figure i
Mi nut e 0 b o xeneveryol dllecate mamublly 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 (seechapters fAuto-Claimoand fiMaydayo), their rate of
remuneration will be whatever was already set for that file.

You can add figures in more than oneof the five boxes. ScribeManager will use whichever figure

correspondstothejobb s Remuner ati on Preference setting, ef
set to fnPer Hour o, the figure in the fAPer Hour o

T

>

c

(]

=

@

o

©

[

©

>

(]

Q

G

)

o Q



ScribeManager Manual

-~

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 THI S «

éit i s
allocation.

your job

€ it is your job to allocate files.

éit is your job
are allocated.
éi t i s ydecde whetbep

to send the transcript on to the
client OR set it to QC.

éit is your job

éit is your job
reworks the transcript.

éit is your job
transcript on to the client.

éit is your I[frmb
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.

éit is your Jfrmb
typist claims, you may urgently
need to allocate manually.

éit i s yaeateinvpiced
for clients.

Seechapteri Unboundo.

jobs to be used with caution.
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Typist Groups

ScribeManagerés Typist Group facility enables vy
management and greater automation. For example, if you have 10 typists, you could do the
following:

-create a typist group called fAnight shifto
-create a typist group called AUS basedd and
-create a typi stdigradwp amdl lpaud Wmt ypi sts intgdg

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

Whether you create typist groups or not, all typists will s t i | | be in a group cal
be deleted.
To create or edit groups, go to Settings, SystemUses and <c¢l i ck fAimanage grou

The typist group facility can be used to assist and automate your allocation process. For
example, you may want to ensure that a particul
group of typists, perhaps those in the samegeographical 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
agrouponthefifaus ®t groupod dropdown.

If you associate a client with a group in this way, whenever that client adds a jobonly typists in
the chosen groupwill be shown as available.

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

ou

an.

ps

ar



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

Compary
Name *

Courkry *
Address L
hddrmes 2

Address 3

Nore

Fax

Comparry Fag
No,

Wieh site

First Contact
Frst Nane *
Last Names *
Emasd *

Dwoct Tel

Home Tel

Shype

11 Enatée Auto Cam

Auto-set leved

~

fetu-sat grovp:
Aesu-s=t RoR:

O bypest upload,
automaticaly sard
transaript to chert
O bypest upload,
sutomabcaly sat
transaript to QC
On QC approval,
automaticaly send
trapzorpt bo chert

Jrrvosong refersnce
Emad irvoices to
Bdng Preferance *

Estimate dés s lergth?

Currercy *

Sevde Invokony (=) o Collated [rvoing ()

Dy M

& tumned off

0 turned on, def aut to “nomal play” mods
© tumed on, defaut to “long play” mode
Amwrcs [Unded States of Amencal Dolas

§ Pate

GST % |10

Below are explanations of the functions of fields on this page.

7y
2
o

Formatting Doc 9

v 7 IWQIHM_Q J

v 4 SEghctes 10

Formatting Nobes (bypest will see) L

Cherk otes 12

L)

Abocation Comments 13

v

Serding Reminder 14

1T Ent er t hdetails tarefally, becausethey will appear on your invoices to the client.

21 Auto-claim is a feature that enables suitable typists to claim work for themselves without
you having to allocate it to them. See thec h a p Autorclaifno.

31 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.

471 f you want this clientds work to be done onl
created, select that group here.
571 f you want to pay your typists the same r%te
that rate hereanditwi | | appear by default for all thisZ cl
61 These options enable powerful automation features in ScribeManager. See the chapter %
iAut omati ono S

>
771 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. a

3
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81 By default, invoices are emailed to theindividual client who uploaded the work. If the client
wants them to be emailed somewhere else, e.g. thie accounts person, enter the email address
here. You can enter multiple email addresses in this box, separated by commas.

911 f you upload a document here, it owi || appear
use this to provide templates, vocab lists,etc. You can upload any file type including a zip.

107 If you add text here, it will be displayedto you when ScribeManager is producing this
clientds invoices. You can use it to remind yo
hard copyo.

117 Ifyou add textinthisfield ( e . g . AAl ways ,itvlleppéaoto all tygistsziang 1 2 0 )
this clientds wor k.

121 Add here any general notes about this client( e . Adways @ibtain a purchase order before
begi nni n.gThey will dpgear on the Edit Job page.

13 - Add here any notes about the allocation requirements of this client ( e . g . fall ocat e
exper i enc e dheywillmappeat on the Edit Job page, where allocation is done.

14-Add here any not es iemments te sending their trdnscrgts tothem r e g u
(e.g. ftelephone client when sending transcript to them §). These notes will appearon the
Manage Transcript pagewhen 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 allocatéiles to typists.

Edit job 2 (Transcrigks not of producsd) Last saved: £3:14 19.10-09 Disdste Parmananty Chanage to Deleted Stahzs
Job Nuber 4 Chent farmatting doc  Nore Formatting Notes (tvpist wil see)
Chant * Acme Coobdand 1 ocab dec l Browse. : 6 |
Corkact * Andrew Adame v
Sart P Bding Prefererce” pee min v
Chant Refarance =
— GRIR T ) Currercy® Amenca [Unded States of Amencal Dodas Clent Notes
Chent Daadine ] 12:00 Fri 039t 2an 10 [ 2 5 et
= #e* 1.00
Internal Deackee  ©] 12:00 Fri 015t Jan 10 g
Bound? Bourd v/3 GST% 110.00
2 4 e Alocation Comments
On bypist upload, ,
atomatcabysand [ 4 Postags 7
travecrpt to chent Courmt
O bypest upload, i
stomshoaly sat & Cther Charges Ame | |
transaript to QC 2 ' _8 Sendng reminder
On Qc approval, Cther Charges Dase, |
atematcaby send [
trarscript to chent Ding Notes
Estmate dss fls () trned off Nokes to caf re this b
lergthy? () tumed on, default to “normal play” mode e & o
e o 5 [Plemse ty !
) turred on, defauit to "long plary” mode Upigad Conmen Please type verbatim
Auo-dam Enabked  (3) v, » g
Dves One @ [ 18 17
Audio fles for Job 2 IS8 | upkoader O add more Fles to ths ob feee Cascade ficst e 1041
File Name Level Group Mayday Typast Typist Deadline Length ok
1 11 (a2 12 ot ¥ 13 [PesseSeet ] 12:00 Fri 012 2en 10 [ [00.05.00 060 |oeemn, B
Plansme: Test Fie 10 15 16
tename { goigingl (mea, 1.14MB]  Motes to Typiet for This Ple -
cornented (w3, 2,29M8) 14
1iThis is the c¢client for this job. I f you chan

information will appear in all other fields on this page.

2171 You can set a client deadline, and also a compamjinternal deadline (which cannot be later
than the client deadline), and also, beside each sound filg a typist deadline (which cannot be
later than the internal deadline). Typist deadlines can be different for different sound files.

3iMost jobs are fiboundo, which means that the

file. Anything else, e.g. two sound files requiring only one transcript to cover both, is called
Aunboundo. Wbourd jolms gs advisabldonly for experienced users of
ScribeManager. See thechapter iUnbound Jobso.

47 These advanced features will be dealtwithi n t he chapter AAut omat

57 Here you can enable or disableauto-claim for this job. Enabling auto -claim means that
suitable typists can claim files without you needing to allocate them. See thechapter fAuto-
claimo.

61 Here you can upload a document that will appear to typists just for this one job, e.g. a
vocabulary document.

ScribeManager Manual —
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771 If you enter a figure for postage, it will appear on your invoice to the client for this job. The
same applies for the ACouriero field.

81 To add another type of charge to the invoice for this job, enter the amount and the

descripton, e . gredadiogb and fA500. This will also appe

this job.

91 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, becauseit 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.

10i Click on the Arenamed | ink if you wmaaspelingo r en
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 seta 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 selectedgroup.
It will display them in this order: same level asthe sound file, then those higher, then those
lower.

131 The Mayday feature can be used Wen a file needs to be allocated urgently. See thehapter
fiviaydayo.

147 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.

157 ScribeManager is in many cases able tansert 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 th e typist who is
transcribing this file.

7i1f you <cl-0,c kt Mer OR®R fior all unallocated files
IMPORTANT: Smart use of this feature may enable you to reduce your spencbn typists by 10-
20%. See thechapter iUsing ScribeManager to Reduce Your Spend on Typists .

187 If a client uploads multiple files that are of different lengths but otherwise similar, you can
simply set the group, |l evel, deadline and RoR f
and those parameters will be automatically copied to all the other files (except those which are

already allocated).

197 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, onthe drop-d o wn menu s el e cSeethiediiteradder
AAddi ng URLSsO.

am
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Sending Emails and SMS Messages to Your Staff

Go to Communications, Contact Staff. This page enables you to send emails and/or sms
messages to your staff quickly. This feature is useful when for example a potential new client
asks if you can complete a job very quickly and you have to find out swiftly from your typists if
they are available.

The sms facility on this page is deactivated by default. To activate it, please contact us.

Sending emails from ScribeManager is free, but there is a charge for sending sms messages.
When you select to send by sms message, you will see a disclaimer; please read it carefully.

In order for an sms message to reach its destination, you need first tohave entered the

recipientdéds number into ScribeManager, formattfed

User s, and click on the relevant user . I n the
with no spaces and including the country code, e.g. 44123456789.

All sms messages will be charged for by ScribeManager whether delivery succeeds or not, so

we advise that you send test messages to each user before using this facility to any significant

degree. Note that even if you have enteredthe eci pi ent 6 s number correct
guaranteed by ScribeManager, because it has no control over the sending of the message by the

third party provider, nor over the telephone company that receives the message and transmits it

t o t he rhawsep ScabeMadager also has no way of verifying whether an sms message

is received or not.

Important: the charge for the sms message feature iper recipient, not per message; therefore, if
you send one message tdive users, you will pay the charge x5.

ScribeManager Manual
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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 Userand 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.

TopreventtheQCper son from seeing clientsd identities,
as Restricted View.

To set anewly-uploaded transcript to QC, go to thattranscriptd s Manage Transcript
instead of selecting Al want t oflwantinoketthbi s tr ans
transcript for quality control. 0

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 persondownloads and 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 QCuntil it 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 thosemails. 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.

c
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Bulk Invoicing

We have already seen one way to create an woice, in the chapter fiBasic Invoicing0d. Using that
method you can create one single invoicecontaining 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.

Inthe chaptera The Add Client paged, we saw how for
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 dl 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, soif the most recent invoice you produced was 123, you would enter 124. Click
Create Invoice(s), and on the next page you will see althe 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 thenimmediately 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.

ScribeManager Manual
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Auto-claim

Scr i be Man a-danféatre ia awag of enabling typists to claim work for themselves
without you having to allocate it. This is a powerful feature that can save you a huge amount of
time. Instead of you having to constantly contact all your typists to find out their availability so
that you can allocate manually, you have the alternative of simply setting files to auto-claim and
letting typists claim files for themselves.

When a sound file is set to auto-claim and is waiting to be claimed, it will appear on the
ScribeManager logins of all appropriate typists, i.e. all those who are of the required levelor
above and who are in the appropriate group. Typists see up to five auteclaim files at a time but
can only claim one (this is to prevent one typist from grabbing too many). Once they have
uploaded the transcript for that sound file, they can claim an other sound file.

Typists have to claim files in order of difficulty and earliness of deadline.

File that are eligible for auto -claim have a green background, as per the example below, until
claimed.

For a sound file to be eligible for auto-claim, the following criteria must be met:
-fAu-tbaim enabl edo must be set to fAYeso for
- the level, deadline, file length and RoR must be set

- the sound file must be unallocated

- the Upload Comments field (on the Edit Job page) must be blank

That may look like a lot of criteria, but in fact they can all be automated. Ifonthec | i ent 6 s

you havepreviously set MfAEnabl e Aut o Cl Autorsketleved AaYiassBtAan o

R o Rand if the client uploads files without any comments in a format that ScribeManager can
time, and if he sets a deadline when uploading,then as soon as that client uploads files, they will
automatically be eligible for auto-claim. In that situation , you as the CON administrator not
only have no need to allocate but h fact you have no need even to beaware of the job at all until
the transcripts are produced. See also the
possibilities for automation.

If one or more of the above criteria are not met automatically but you still want to set files to
auto-cl aim, all you need to do is go into that
example, if the reason the job is not set to autaclaim is because there are client upload
comments, simply delete them.

When a typist wishes to claim an auto-claim file, she simply clicksont he #Acl ai mo butt
it. 't then di sappear s,dndioshowadnlher SctibeManagdr gcpouns t s 6

with part of the background still green. She will be unable to see or claim any more auto-claim
files until she has uploaded the transcript for the current auto -claimed file.
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You can disable an individual typist from eligib ility for auto-claim by going to Settings, System

Users, c¢licking on t hMayday&Aptockimenaded?d . unchecki ng

Files that have been set to Auteclaim look like this:

Audio Files for Job 2 WEEN | 5va uploader P9 | add more files ta this job here, Cascade first file  [-1[+]
File Name Level Group Mayday Typist Typist Deadline Length RoR
] Exa | Seomosmo@ (D] [ O

Filename: Test File
otiginal [mp3, 1.14ME] Mokes ko Typist For This File
converted [mp3, 2.29ME] | |
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Mayday

Scri beManager 6s
allocated more urgently .

May d ay -clhim but isused when a féeimost Hea r  t

To set a file to Mayday, go to Edit Job and then to theMayday drop-down for the relevant sound
fil e, and Thedilemckgroufidavil Become yellow.

For a sound file to be eligible to be set toMayday, the following criteria must be met:

-ifAu-tlbai m enabl edodo must be set to ANoo for

- the level, deadline, file length and RoR must be set
- the sound file must be unallocated
- the Upload Comments field (on the Edit Job page) must be blank

Important: when a sound file is set to Mayday, auto-claim is suspended for all typists who are
eligible to claim the Mayday file. This is to encourage them to claim the Mayday file rather than
less urgent work. Once the Mayday file is claimedby one of them, auto-claim resumes for all.

Audio Files for Job 2 WEEN | 5va uploader P9 | add more files ta this job here, Cascade first file  [-1[+]
File Name Level Group Mayday Typist Typist Deadline Length RoR
O~ [onv| | | 5] 12:00 Fri 01st Jan 10 [0o0500] [050 |eermin. B

Filename: Test Fils
otiginal [mp3, 1.14MB] Motes ko Typist For This File
converted [mp3, 2,.29ME] | |

(0] au
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Using ScribeManager to Reduce Your Spend on Typists

With ScribeManager, you should be able to reduce your spend on typists by 1&20% with relative
ease.

Imagine you currently remunerate your typists at a rate of US $0.75 per minute of recording. In

practice that rate is probably a blunt instrument, and all your typists will have varying levels of
satisfaction with it. Their personal circumstances will also vary from day to day, and the rate at

which they are willing to work will in effect vary constantly. With ScribeManager you can make

use of these coninually i s hinfgt sandso to ensure that work goe
to work for the lowest rates at any particular time.

The way you achieve this is by a kind of auction system; that is, by setting jobs to auteclaim at
low rates of remuneration, and then gradually raising rates until individual typists judge it
worthwhile for them to claim the files.

ScribeManager enables you to quickly and easily raise rates of remuneration for a job by using
the] Af+] 6 controls on the Edit Job page:

San

rh DAl

Eachtimeyoud i ck A[ +] 0, t he r at enallocatéd filesamthatjob risebyilon f o
(Rates of remuneration for allocated files do not change.)

Here is an illustration of how you might use this feature. Assume you have a job of six1-hour
audio files with a non-urgent deadline, and you want to allocate those files but at a lower cost
than the $0.75 you normally pay. You would proceed as follows:

1. Set the files to auto-claim at a low rate of, say,$0.55.
2. One hour later, you seethat no files have been chimed, so you raise the rate to $0.58.

3. One hour later, you see one file has been claimed, but since you still have five more files
to allocate, you raise the rate to $0.60.

4. One hour later, you see another file has been claimed, but as four more remain, youaise
the rate to $0.65.

5. One hour later, you see all files have now been claimed.In this instance, the average rate
you paid was $0.63, i.e. a total saving for this job of $43.20 (a 16% saving).
If you feel files are being claimed too quickly, youcanlo wer r at es-] Wws icrognmtame¥. fi |
Conversely, if your company is very busy and you need to incentivize typists to claim more work
than usual, you can use this facility to raise rates of remuneration higher than they would

normally be.

You can think of this system of variable rates of remuneration as similar to the way stock market
prices rise and fall according to supply and demand.
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YourClientsd A c toeSsribeManager

Your clients can log in to their own version of ScribeManager, though they do so na via the
ScribeManager home page butvia the sameweb page where they upload sound files to you.

When your clients have logged in, they cansee 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 iffor 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 tothe 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 logindetails, client s si mply f ol |l ow t he clickhele o viewyout h e
current jobso .

You can also log in quickly as a clienf so that you can see what they see. Go tGlient
Management, Clients, select a client, select a contact, and then click on the nagnifying glass.

up




Edit Messages

If you go to Settings, Edit Messages you will see four text boxes. The firstthree 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

Scri beManagerodos search boxes require a word of

I f there is no AAiSearchod button beside the box,

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
T
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Automation

A great deal of automation is possible with ScribeManager. You canautomate 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 handson
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 typiststranscribe the more difficult recordings. In
some situations, care must be takennot to over-automate. Automation suit s 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 groupfor 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 t o t hat typistds
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 clientsto
setthem) , go to the Company Det ai |isd epaadglei naen dr esgeul i ercq

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 jobto 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

td Of




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 aew job for that client is
added.

The meaning of these options should be selfexplanatory. 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 di rectly to the client without you being able to QCit.
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Charges, andMaking a Payment

Your first full calendar month of ScribeManager use is free. For example, if you set up your
account on January 158", 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 wenay 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). I f your Dbalance goes
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

$0 (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 toMy Account, Make a Payment.
Current charges for using ScribeManager are as follows:

- Uss$io0Opermonth (i .e., $1.00 covers your compan
all users)

- US $0.0015 per transcript line that you put through ScribeManager. As an
example, a transcript of 100 lines costs US $0.15 to put through ScribeManager.
A Alined means 65 characters as counted
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
$1 is charged but the line count fee for that transcript will not apply.

- US $0.21 persms message per recipient. Sending sms messages is a non
mission-criti cal 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 ScribeManageritself. It
does notnecessarilycoverissuese | at e d Ibcal PQssnetwwkd, browsers, operating
system configurations, bandwidth, etc.

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

Please also see the nexthapter, iBespoke Solutionso.
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Bespoke Solutions

SaibeManager 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 bythem.

The advantages of abespokeversion may include the following:
- ability for your company to have usadapt ScribeManager to your workflow methods
- ability to commission new features

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

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

Note that if you commission a bespokeversion 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 veion 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.




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 iscomplete 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 her 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 familiaity
with ScribeManager.

To set a job to unbound, go to t hdowbnmknutseldcob pag
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 pagdeowvwan fdwiylpli scth af n gne sthoe di?yoe sd
transcript is thereafter set to QC, it will cha

Scri beManager only assumes the whol e | obdowins f i nfi
menus are set to Ayeso. You may need to change

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

?ranscripts 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

]
Interview 2.doc
Uploaded
19.1_“0”: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 besideallof t hat typi stdés sound f
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Uploads

As describedin the chapter fAdding Jobs to ScribeManagerg, clients can upload files to you
using ScribeManager& inbuilt upload tool .

However, instead of receiving files in that manner, you can choose to integrate your own file
tran sfer account into ScribeManager, such asyour YouSendIt account. In fact you canintegrate
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 nextchapter
AAddi ng URLsO.

If your clients use ScribeManager& own integrated upload tools, please bear the following in
mind: t he transfer of files across the Internet is a complextechnical process, especially for the
large audio files that are used in transcription. Internet bandwidth is often unstable, and
freqguent!l y @cut swhichucangprevert anfédertranafer fromysucceeding. 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 settingsontheup | oader 6 s PC
- non-st andard and inappropriate browser setting
- a crash or fAfreezed on the uploaderbés PC durfi

NB: an upload that according to your Jobs Page hadailed may not have been a genuine upload
at all; the uploader might have been merelylooking 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 s experience difficulty,
please contact us for advice



















