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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 learn 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 everyoneperfectly. For that reason, although

youdie welcometousethei st andar do ver si onwwe.Scrilgklanagbreomanager
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 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 backoffice 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 lkesslikelihood of human error.

ScribeManager helps you in other ways, for example by backing up your data, providing your
clients with convenient upload tools, automat ically 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 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 ful | 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, pleaseemail
us via the contact page of our website, www. 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 ck Af orgot your |l ogin?d on the h

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 noteagain that this
manual applies to the STANDARD version of ScribeManage, not to any bespoke
versions configured for particular client s.

sincethegreatmaj or ity of typists are female, t
herdo in reference to typists, solely in
cumber some fAhe or sheo and Ahis or hero.

ome

his
or de
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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 desgeiption 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
accaunt, 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 the option to

work with the original file or the mp3 version.

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.

The above is just a brief overview The only way to understand all the benefits of ScribeManager
is to try it fo r 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 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 appropriatefor you. Guidelines below.

Company Details page (top part)

| ScribeManager - Company Details i ez >

=
“ Your balance = US 76. Make a payment [
cribemanager ‘You are logged in as Jane Smith with Test Company 06:22:59 Oth Oct 10 Logout il

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 |
E;leo:g a;r)age Show calendar - deadiine requied v 2
Background color !fUﬂ f3 ‘ 3

To select a background color, enter a hex triplet number {without #). Examples here: http:/fen.wikipedia.orgfwikijList of colors
Font Tahoma 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 fohused on your web site.

ScribeManager Manual
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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,
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

- 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, ScribeManager

or Alnterview with John Smith. tSmiot,h.edtocc, 0 bourt
Il nterview. doco, et c.

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.

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

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 i ndividual clients and jobs.

finJo

of

Wi
Dt h n

Scr




Company Details page (bottom part)

__| ScribeManager - Company Details [ - =

Financial Settings -

Remuneration

Preference™ oL x| &

Biling Preference™®  per min. - 2

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

# a

w

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

17 this is where you select the method of typist remuneration .

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 zerdere.

6 - type here the text you want at the top of your inv oices (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 nexthapter, fiAdding 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.

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

Jane Smith O\ ® ® Admin es a
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
Inst ructions

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 typistbs fir satveanadnd assetn dn a noegsi;n tihnefno ctl
receive an email confirming your password as the typist; you can ignore this email for now.

You should now see something like this:

D




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
snvse [ Jeimaiven Lo |
Gender O male O Female " P | |
ersonal Page .
Mative Language Login Password
Country [ More v| Pay rates
m Reset and send temporary password
Address 1 | | Per Minute | | -
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, anadd a scond 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; think o
|l ast names; then oginki AiSaveoandesend Again, yo
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 typistds first and | ast name
before you should receive an email confirming your password as the typist.

You have now addedthree typists of different lev els, and on the System Users page/ou 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 adda client.

ScribeManager Manual
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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

nper

mi n.

0 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

ﬁgmga:y |Acme Conzaolidated |
Country * [ United States v
Address 1 [1 Smith Strest |
Address 2 | |
Address 3 | |
City | Mew v'ark |
State [ Mew vark v|
Post code * |'|2345 |
Office Phone | |
Fax | |
ﬁgllnpany Reqg. | |
Web site | |
Contacts [ add contact ]

Andrew Adams

Client Preferences
Enable Auta Claim
Auko-set level:

Auto-set group:
Auto-set RoR.:

On kypist upload,
automatically send
transcript to client

On kypist upload,
aukomatically set
transcripk ko GQC

On QC approval,
automatically send
transcript to client
Invoicing preference
Email invoices to
Billing Preference *

Estimate dss file length?

Currency *

® ves O mo

[ More v

[ More v

[ ]

|

a

|

Single Invoicing (%) or Collated Invoicing O

Formatting Doc

| |[ Browse... ]

Billing Maotes

Formatting Motes (bypist will see)

Client Mokes

Allocation Comments

| per min. w |

® turned off
O turned on, default to "normal play" mode
O turned on, default ko “"long play" mode

[ America [United States of &merica), Dallars v

T —
GsT %

Sending Reminder

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 Yyl oanupoddifilesmiteétgintdyeun 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 separaely.)

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. Inthi s exampl e we wi | Testuse

Filemp3d; you may | i ke to take an mp3 file and
instructions.

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

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 cliernts 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 youaddede ar | i er and cl i ck i

You should now see something like this:

ren

ScribeManager Marwal

r

a

am
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TEST Inc.

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

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

Set deadline for this job

{required)

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

1 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

i
Deadline: | please set deadline

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.

Inthe Comment s box, please type some comments,
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.)

e.

i Pl



This page offers the cliert 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 tradeoff between, on the one hand, better features,
and, on the other hand, wider compatibility . See alsathe chapter iUploadso.

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 t heir uploads
should work more reliably.

The first three uploads tools all work in more or less the same way (YouSendIt will be explained
later i pleasedo not useit 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

Toaddyourf i e for wupload, you can d,otfarenorecl i ck @A Ad
conveniently, you can just selectit in Windows Explorer and drag it to the white window.

After adding the file,click on ACIlI i ck here to start Uploado.

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 n to your ScribeManager
account, and go to Admin Jobs, Jobs List.

You should see something like this:

original [mp3, 1.14ME] per min.
converted [mp3, 2,29ME]

©

>

c

No. client Deadlines Reference Job Added Charge Fn Uc ¥ Fd Bound? Invoice 4]

Z Acme Consolidated 12:00 Fri 1sk Jan 10 8140 Mon 19th Ock 7 'M-| Bound =

Transcripts  Andrew Adams 12:00 Fri 1st Jan 10 per mir, - a
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 ? $0.00 )

o

=

(&)

wn

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 yal, do not worry at this point.

We will now allocate this job to a typist.

Click on the job number in the top |l eft, and

contains all the details ofthejob. Fi nd fARat eo i n the middoléthabid§ t he

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 -ddwemenwe allechte theo 1,
sound file to the first typist. Inthe bottomrigh t-hand corner, vy éthisiwthé | s
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 P9 | 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 rath er 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 magni fyi ngnamé. Asew bromvses wirddev willh 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 passwad. 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 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 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.
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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 close down this br stpage whereyustiouldet ur n
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 jobs. 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. %
(&)
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Sending transcripts toclients

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 browser. This means that if your computer ever breaks
down, or you lose your access to the Internet, all is not lost T 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, ScribeManagerthen 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 Al want t
now see something like this:

Transcript History: T info@testcompany.info
CCbas
() Twank ko delete this transcript without giving BCC bar
feedback to the byvpist,
() Twank ko set this transcript For quality Subject Transcript Test File.doc

contral. Comments ko Dear client ~
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.

@ Twank to send this transcripk to the client,

FPlease find your transcript attached:

Sending info:
Client contact email:
infofitestocompany. 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

b4

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 clent.

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. But we still need this job, because we have

to invoice it. To find it, go tothe drop-down menubes de t he wandd efi 8loowd Al |
transcripts sent to client, job readythatmbs i nvoli
whose transcripts have all been sent to the client will be displayed.

J




The reason for having different filters on this pag e isto 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 clent after 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:
. ~ . : E
Click ACreate invoi eespmselhioglikethou shoul d now sz
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