SpeechExec Transcribe

SpeechExec 4.1 Build 150



SpeechExec Pro Transcribe

Table of Contents
WEICOME 10 SPEECNEXEC.......ci ittt e e e ettt e e e e e e e et b e et eeeeeesabbaaeeeeeeesasasraeeeeesaasbaneeaaeaesanes 7
SPEECHEXEC MOGUIES ...ttt e e e e e et e e e e e e e e e abeeeeeeeeeeestaseeeesasnsbaneeaeeeeanssnnes 7
SPEECHEXEC Pro DICLALE ...t e e et e e e e 7
SPEECHEXEC Pro TrANSCIIDE. ....ceiiiiiiii ittt ettt e e e et e s et sn e e e asreeenaa 7
SPEECHEXEC RECOIAET ...ttt ekt e bt e e et e e e b et e et e e sbeeeeanbeeenaa 7
SpeechExec Player
LI Lo =T 4T T4 T PP TP PPRTPR PR
Trademarks Of Other COMPANIES.........cciiuiiiiiie et e e e e et e e e e s e et e e e e e e s essbanaeeaeesananes 8
S35 (T I To 01T =T 0 1T oSSR 8
HardWare rEQUITEIMENTS ... ....uui i aasaaaeasasssnnsnnsnsnnnsasssnssnssssnsnsesssnsnsnsnsnnnnnns 8
SOftWArE FEQUITEIMENTS ....oiii ittt e e e e et e e e e e e et eeeeeeeeaatabaeeeeeeeeasassaeaeeesanssnneeeaeeeaanes 8
L oo [V T 1 Lo S 9
INEFOAUCTION = OVEIVIEW ...ttt e e e e oottt e e e et bt et e e e e e e s et e e e e e e e naaans 9
[ To7=Y o 1= 1 To =T o o (o g T | = 9
LI LT 7 o T PSR PREPP 9
Do o T | = PSP 10
TrOUDIESNOOTING. ...ttt e e et e e e e e e an 10
[ 4B T T = T Lo B = (= PRSP 11
Phase and state definitioNS ... e e e e e as 11
B = 10 11 o PRSPPI 11
(o1 o [=T gl 1Y/ o 1= T PRSPPI 12
Physical @and VIrtUal FOIAEIS ..o e e e e e e e e e e e e e st e e e e e e e eannraeeeas 12
a1 (= )V (o] o LY PP UUPTTRRTR 12
L Y] 7= 1IN (][0 [=Y S 13
Folders and the WOTKFIOW .........uiiiieiiieeiee ettt e st e e sttt e e e et e e e eneeennaeeeeaneeeeeenneas 13
L1V E=T o] oo JR= T g =TT (] o LY S UUPPPRRRRN 14
Creating @ NEW FOIUET ..ot et e e et s bt e e e aa bt e e are e e e naneeeeabreeeaans 15
Yoz ITAY LT 0 o] (o 1= PP 16
NEtWOrK UN@VAIIADIIITY .........veeei et e et 16
3V o] a1 (o] a1\ o] o DO PSSRSO PP 17
10151 (0 o2 o] OSSR 17
Archive, DACKUD @GN0 PUIGE ... ..ottt e e e e ettt e e e e e s e nae et e e e e e e e e nnateeeeeesnbneneeaeaeaannnns 18
Making backups Of dICtAtIONS ..........ooiiiiiie et e et e e e et e e e neeeeenns 18
F N (ol T\ gTo o 13 =1 1] I SRR 19
0] o |1 o PR 19
2 L= [N 20
StArtiNG the PrOGIAM ....coiii it e e e e et e e e e e e et eeeeeeeea s st eaeeaaeeesansssaeeeeeansnsseeeaaeeeannnssneeas 20
Starting the program in Nidden MOE ............uiiiiiiii e e et e e e nneeeean 20
(01011 g To IR (TN o] 0T =T o P OSSR 20
1Y =TT TN/ o (o PRSP
1Y LT 18 N o - PSS UUPPPURTRN
oo | o - | PRSP
B I == 1 PRSPPI
D] To1 =] 110] o I 1] P PRSP PPPPP PP
210 S 0T | SRR
1YY o 11 PP PR
L ettt ettt e e et e e e e e e e e te et e e aeeeeaaeeeeeanteeeeaneeeeaneeeeseeee e nneeeeanaeeeeanneeeeannees
o SRS
o] (o =T PR
DIP M ettt e — e e e t—e e ah——e e et teeeaa——teeah——eeaatteeeeanaeee e taeeeaaaeeeaanreeeeasaeeeeantaeeeannees
L= 110 o PSP TP PRI
VW ettt 4o e e et oo e e e ettt e e e e e e e e e e e ae e e e e e e e e e e e e s
1o OSSP POPPPPPPPPPNS
B 10T | o= U SPRT R
B I == 1= USRS
D] T3 =1 (0] o T8 1 PR EU SRR
(O] 18] 41 PSR UPPPPURTRN
Sorting your dictation list
(©70] o U OPPPPPPRRN
11T S PP P PP UPPPP PR
Editing properties
NG oToF= 1o I g T (o | - PP
Navigating the mMain WINAOW..............eeiii e e e e e e s e e e e e e e nneeeeeas 27
Navigating the dictation list....... ... et e e e e e e as 27



SpeechExec Pro Transcribe

0y [ o IR 1 1 L= 5 L= | 2 PSR S 28
USING the HEIP WINAOW ..ottt et e st e e et bt e e e s e e e e e anneeeaaes 28
1o o) | o - | PRSPPI 28

N EE N o =T 1] g oX= 1 =S PRSP SROTPPR 28
JLICe] o {3 oY= 1 1= TSP 29
UsiNg the table Of CONTENES ......coioiiiiiieii e e e e e e et e e e e e e abeaeeeaeessensnnneeaaaeaan 29
USING thE INAEX ..ottt e ettt e e e e oottt e e e e e e s e bttt e e e e e e eanae et eeeeeaneneeeeeaeeeaannnneeeaaaeaan 29
L8] [T IR Y= 1 o PP 29
USING FAVOTIIES ...ttt et e et e e e bt e e e st e e s b e e e et bt e e nnne e e s neneeeeanbneeennes 30
Adding topics 10 the favorites liSt..........oociiii e s 30
Removing topics from the favorites liSt...........ouii i 30
Using the favorites list 10 VIEW tOPICS .......uuiiiiiiiii e 30
WOrkKing With SPE@ECREXEC...........eeeeeeeeieeeeeeeeieeeeesesessssenan e s esssesssssenen s s esssessssmmnnnsnessssssssmnnnansssssssnnmnnnes 31
Working with SPEECHEXEC = OVEIVIEW .......cooiiiiie et s e e e e se e e e ee e e ennes 31
Starting tranSCIIPHON ... e e et e e et e e e s 31
HOW t0: Start tranSCrIPLION. ........c.uiiiie et 31

I 00] ool = 1V o] o)V P PP PP PRI 32
FiniShING tranSCIIPHION ...ttt ettt e e e et e e e st e e e sab e e e e abneeenans 32
HOW t0: fiNiSh tranSCriPtON ........oiiee e e e e e e e e s et re e e e e e e e e nneaeeeas 32
SUSPENAING trANSCIIPHION ...ttt e e e e e et e e e e e e e st eeeeaeeessntaeaeeaesassasaeeeaeeseannssneeas 33
HOW t0: SUSPENA tranSCrIPHION ... e e s e seennnnnnnes 33
(0111 R (=T F- o ) o o S 33
HOW t0: ClOSE traNSCHIPLION ...ttt e ettt e e e e s 33
NOLIfiCatioNS @Nd FEMINAEIS ...ttt e e ettt e e e e e e et e e e e e e e e aaneeeaaae e e e nnnnneaaaaann 33
How to: configure NOLIfICAtION ..........c.ueiiiii e 33
HOW t0: CONFIGUIE FEMINAEIS ...ttt et e e rb e e e b e e eanes 34
How to: configure automatic ClOSING .........oiiiiiiiiiii e e e e e e e rae e e e nneaeeeas 34
EmMail NOLICAtIONS ...ttt e e ettt e e ettt e e s bt e ettt e e et e e e nnbeeeeanaeeeean 35
[N o 11 Tw= (T IR =T 1SS 35
Notification @attaChMENTS .......cooiiee et e et e e snee e nae e e e eneeee e ennes 35

N (o) Tz (o g Ir=To (o [ =TT PSRRI 35
Creating aUINOr PrOfilES. . ..o ittt eea e et n 36
D L=Te Y] ) o] o R PP PP OTPPR 36
How to: create an author Profile ...........oooiiiiiii e e 36
Setting Up YOUr €maiil PrOfilE .....oo et 36
Setting UP YOUI FTP PrOfile ......eeeeiieiceeeee et e e e e e e et e e e e e et b e e e e e e e e e nnesneeas 39
=T 1] g e Je [Tee= T a TN o] {o] 01T 1 =T PPNt 40
How to: edit individual properties in the dictation list.............cccooi s 41
o] [ [T o 0 =T = 1o} o TPt 42
HOW 10: Create @ fOIAEN ...t e ettt e e e e e e ettt e e e e enns e e e e e e e eanneaeeeas 42
How to: create a subfolder for an existing fOlder .............ooi i 43

[ [NV (o =T F=T g ToI= i o] (o LY PSP 43
How to: change the fOlder Path ...........ooi i e 43
HOW 10: dEIEEE @ FOIAET ... et e e ettt e e e nb e e s enee e s enae e e e enteee e ennes 44
HOW t0: ShOW/NIAE @ FOIAET ...t e et e e et e e e ennees 44

[ [NV (ol oo o) V=1 o o I o 4 To V= SO UERT R 44

D oNN g o T To T o I I 1SS 44
Do)V 0] oY= To s To i {1 (- PSR 44
How to: Download DPM files USiNg KEYWOId 1 ........coiiiiiiiiiiie et 45
How to: Select DPM files for dOWNIOAd ..........cc.uiiiiiiiiiiiiie et e 46
Default download 10cations fOr @UENOIS ..........cc.uiiiiii e s 46
Default download locations for transCriptioniSts .........cc.uvviiiieiiiii e 46
Workflow operations after dOWNIOAA ..............uviiiiiiiii e 47
[gaToToTu 1] g e o [ex ¢= 11 (o] o 1S PRSP 47
YN o 1y i o g F= TN (o] g 0T 1 () o OO 47
(=T T=T T IS =] 417 T L= 48
GENEral SENGS = OVEIVIEW ...coiiiiiiiiiiiii ittt e e bt e sttt e e s et e e e s ab e e aabe e e e enneeesnneee s 48
0] Lo 1 1 1 (o o 49
Dictation SEINGS - OVEIVIEW ...t e e e e e st e e e e e e e e bt e e e e e e e e snnnneeeaeeenn 49
AULOMALIC CONVEISION.......eeeeiie ettt e e e oo oot e e et e e e e e e e aaaeeeeaaaeeaannnseeeeaaeeaaanneeaaeeaaanssnneaaaaaaannnes 49
Configuring the audio fOrMAL ... ... o ettt e e e e e et e e e e e entbeeeeaaeaaanees 49

D] To1e= Y i o] gl o] fo] oT=T (=Y PSPPSR OUPPPPPPRN 50
T aTo7 Y o] 110 ] o I PSP OUPPPPTPRPIN 50
Start/suspend tranNSCHPTION .........oiiii i e e e e e e e e e e et e e e e e e e e s st aeaeeaeeanatreeeeeeeeannraneeas 50
e e IR (=T g I Yot a1 o] (o] o HO PR PP PSP 51
DOWNIOAA (DPIM).....eeeeeee ettt e e ettt e e et e e e et e e e e mte e e e aneee e e emseeeeaseeeeaamneeeeamnseeeeaneeeanseeeeanneeeeansneeennns 51
AULNOT PIOfIES ...t e oo et ettt e e e e e e e et aeaeeeeeeeeaaasaeeeeeaasbeeeeaeeeasnsseneeeeeeaanntes 51



SpeechExec Pro Transcribe

USEI PIEIEIEINCES ...ttt ettt ettt a et oo bt e e ek et e e s b et e oo be e e e eab et e eabe e e s eabeeeeanbneeenans 51
0= - R 52
DEIIVEIY = OVEIVIEW.......eeeeie ettt oottt e e e e e et ettt e e e e e st bttt e e e e e e e e naeeeeeeesanbbeeeeeaeeeaannnneeeaaaann 52

S T=T o =TT Y= S 52
EMAII PrOFIlE ..ttt b e e et e e et e e e 52
New Email Profile dialog DOX..........coiiiiiiii ittt 52

MAPI Settings di@log DOX ......eeiiiiiiee e e 53
POP/SMTP Settings dialog DOX .........eeeiiiiiiiiiiiit ettt et 53

Lotus Notes Settings dialog DOX ........ccuuiiiiiiei et e e e e e e s e e e e e e s eetbeeeeaeeeeannes 54
GroupWise Settings dialog DOX .......cooiiuiiiiiie e e e e e e a e e e e e e e e 54

D] E= 1 U] ol o] (o} 1 [T SO PR PSPPI 54

L I o) (o] 1L OO P U PO PPRR 55
New FTP Profile dialog DOX.........oiiiiieiiiiii ettt 55

FTP Settings di@log DOX ... .veiiiii ettt 55

L oo 1= T (= =N 56
LU T o F= L (T 0 1= T 1SSt 56
L0 o F= 1 (=00 0 =T = £ o OO PUPPPPPS 56

o) =T Y= PR 56

ADOUL the UPAALE ... .ot e et e et s e e e et e e e e s s 56
SPEECHEXEC SOtWAIE ..ottt s e e ekt e e e e e e s bt e s e bt e e snneeesnneeean 56
SOMfWArE UPAALE PrOCESS ... ittt ettt e s bt e e et e e nnte e e s anee s 56

[V B 14 401V = PRSP 57
FIrMWAre UDAAte PrOCESS ... .uuuuuiuiiiiiiiiiiiiitiiiei e sasasasssssssnsssssssssssnsssssssssesesssesennennnes 57

e 0) QY=< Y= PSSPt 57
o T 43 U 58
WOTKIiSt SEHHINGS = OVEIVIEW ..ottt e e e b e e e e s ennes 58
U] (o 1= T PP PP P OUPPPPPPRPIN 58
(=N o o T=T = o] o S PP PP OUPPPPPPRPN 58

NN o 1371 (T TSP 59

D] T3 =1 1To] o I8 1] S PO PP PPT PO PPPPP 59
51T o U €SS 60
o (o] o PR 60

RV 2] o111 PP UPTOURTRPROPRO 61
[0 o LY PR 61
(o] lo [Tl o] ] o= =T PSPPSR OTPPR 61

[ TeT =Y o 11 o To [ PP SO P R TP PRI 61

0 ) 62
DPM SELHNGS = OVEIVIEW ......eeiiiieiiiiietiee ettt e ettt e e e e e e ettt e e e e e s e e bae et e e e e e e e e anbeeeeeaeeaaseeeeaaeesaannnneeeaaaann 62
30111V o (o - To [PPSR 62
= Y1 T PR RUUPURROPRTRN 62
(oo ] r=Ta a o] o1 io10 TP PSPPSR OUPPPPPPRPN 63

L CTodoT o (=T o 3V R 64
Recorder/Player SEHNGS = OVEIVIEW ..........iiiiiiiiieiiiee e eieee e et e e e eee e ettt e e e ss e e s emneeeeaneeeeaaneeeeeanaeeanneeeeaseeeeanns 64
(©]0] i o] o =TSSR U SO PRTP 64
AADPEAIANCE ...ttt h et e bt e et e e ea et e e e n et e n e e e e e n e e e et e e nanees 65
PLAYDEACK ...ttt e e e h et e et e n b e e e bt e n e e e e s et e e e bne e e e 65
0T 070101 (o] I TSP OTPPPPPPRPN 66

J0) Loz = 11 [T o B o 0 o 1= g =X 67
Dictation Properti©s = OVEIVIEW .........uuuuuiuiiiiiiiiiiiiiii s e aaaaasaeasasasannsnsasasssnsnsnsssssesssssnsesnnnnnnnns 67
Displaying the di@log DOX ........ccoaiiiiei ettt e e e e e e e e e e et e e e e e e e e nneaeeeas 67
DI o] E= )T o o] o] o1 1= PR 67

D] T3 =1 (T0] o 1 2= o PRSP 67
L= €= 1o T RS UR USRS 68

F U Lo [ [o R - o T PRSPPI 68
Types Of diCtation PrOPEIIES .......eeiii i e e e e e e e e e e e e e e e antbereeeesesnnssneeas 69

L1V =T aTe F=Y (o] Y 111 o [ SRR UPPPPPPPRIN 69

1= (o 18 Y/ 1= PSRRI 69

0 S 70
DIPIM = OVEIVIEW. ...ttt ettt oottt ekt e ettt oo sttt e o1 e b et e e ek bt e e e st et e o4 b et e e ebb e e e eanbe e e s eabeeeeanbneeenans 70
DPM File DOWNIOAd di@log DOX .........uiiiiiiiiieiiiii ettt ettt ettt ettt e et e e 70
RIGNT-CHCK MENU ...t e s e s s seseeenneennennnns 70
PIAYDACK. ...ttt ettt sttt et et et s nnrnnnnnnne 70

DPM CONTIQUIQLION ......ccccoceeeineeessseeeseeinesesasssessssmennssssssssssssmnsnssenssssssssnnenanensssssssnsnnnnnsnnsssssnnnnnnnrsses 71
DPM CoNfigUration = OVEIVIEW ..........uiiiiiiiieiiiiit ettt sttt e bttt et e e et bt e s aae e e sab e e e e abneeeaans 71
General (DPM CONfIQUIALION) .......eii ittt et r e e b e et e e snneeesnneee s 71



SpeechExec Pro Transcribe

F o 1= 4 Lo Yo PRSPPIt
KEYWOIA DEFINITION ...ttt e a bt e ettt s st e b bt e e e abe e e e eanne e e s nneee s
DEefiNiNG DPIM KEYWOIAS .....eeiiiiiiiiiiiiiiie e e ee ittt e e e e e ettt e e e e e e et e e e e e e e e aaataeeeaaesesastsaeeeaesesansbeeaeeseannnsneeeas
Using the keyboard for moving between Keyword entri€s..............ueiiiiiiiiciiiiiiee e
I 21151 £= T (o o SRS
(RGN AT o (o IO o) o a R (o =Y 0 =Y = S
Barcode iNt0 KEYWOIAS ... ittt e e e e ettt e e e e e s et beeeeeae e e e nnnseeeaeeannsbeneaaaeaaannes
LINKEA KEYWOIAS ...ttt ettt oo oottt e e e e e e e aa e et e e e e e e e e ntaeeeaaa e e e e nsnneeeaeeeannsneneaaaeaaannes
Keyword Options (DPM 9450) .......ooiiiiiiiiiie ettt et e bt ea e e eab e e e e bt e e nnee s
B ToaN g (o T To RS Tt 11] o o PSSO OUPPPPPPRPN
Do) 0] (oY= To [ g o o [ TN PP PP PPPPPPTP
Do)y 0] (o= To I 1L 1Y o1 TSSO UPPRTRRTR
L 01 =T 1o o D OO PPT PO PPPPP
F N[0 =Te el =1 = Lo (=T PSPPSR

10 ] I £ T o [
DPM Configuration WizZard = OVEIVIEW ..........coouuiiiiiiiieiiie ettt et e e e e abneeeeaes
DPM Wizard: Download MoOde @nd Fil€ TYPE ...uuuuuuuuiieieieieiiieieieieiuiriuiuinenesenenenenenenenenenenesenensnsnensnsnsnsnsnsnressseeee

Do) 0] (oY= To [ g o o [ TN PSP P UPPPPPTP
(D oNN a1 oz To i 1= £ oSS
DY oY (T g R 1= SO
DPM Wizard: RECOIAING TIME. ... .. ittt ettt e e e e e e st e et e e e e e e s e nanseeeeaaeeaannntaeaeeeaannnnneaeaaann
DPM Wizard: Keyword Definition ...........o oottt e et e e e e e e e e e e e e e nnnneeaeaaean
DPM Wizard: DPIM BULIONS........ceiiiiiiiiie ettt e et e e e e e e sttt e e e e e e s e annsbaeeeaaeeeansteeaeessansnsseeeaaeann
DPM Wizard: Settings fOr DPIM ...ttt st e e ettt et e s e e e abaee e e
DV VA= 1o Bl o (o] (=Tex 1T o PRSP
DPM WiZard: ADPEAIANCE .......uuuuuueuruuueeenenenenenenenenenenenenenensssnsssssssssssssssssssssssssssssssssnsssnsnsssnsnsnsnssssssssssssssssmmmmmnns
DPM Wizard: Recording Format and Microphone SensitiVity ..............cooviiiiiiiiiiiiiiiiiie e
Rz TeTo] o [1aTe I o] o =1 PR
MiICrOPNONE SENSILIVITY ...ttt e e e e ettt e e e e e st e e e e e anntbeeeeaeeeaannees
DPM Wizard: DPM File NAMES ...ttt e e ettt e e e e e e et ee e e e e e e nntaeee e e aannnneeaaaaenn
1 L= 0= o o = O ERT
D] Tore=1 1o o TN 1U L 40] o 1= PR
DPM Wizard: COMPIELEA ..ottt ekttt e s bt e e et bt e e sbe e e s nabeeeeabneeenans

=
FIIEEIS = OVEIVIBW ...ttt e e et e e s b e e e st e e e e e s mneeenr e e e s e e e e s nnnneeeanneeenans
D= {1 T o IR T 11 (= PR

F Y o] o] 1Y T = 1 1L =Y SRR
1 C=T o F=1 (o I o o ) P TSSO P PP OUPPPPTPRPN
1210100 o PO PP PPPOPPRP
FIler CONAITIONS ... e e
LOGQICAl OPEIAtOrS ... .o —————
DY T oo T oWy o] . 11 (=Y SO
Defining multiple filter CONAIIONS .........oooiiiii e e e e e
Saving and 10adiNg filEErS .........ii e
SAVING FIEIS ..ttt e bt e e ettt n et e et e e e n

[ T=To [ gTo I {11 (=T £ PSP O PP PPPOPPPP

0T o Z=T=T e o I =T o Yo T 11 Lo 1
SPEECH rECOGNILION = OVEIVIEW ......eeiiiiiiie ettt e e e et e e et e e et e e smee e e e e s e e e e anneeeesnneeeanseeeeenneeeeanneeean
570 TS=T o1 11/ T o2 SO
Selecting @ CONTEXE AN USEI ...ccouiiiiiiiiiee ettt e et e s e e st e e e e et e e nnre e e s nnneeean
Recording format and input Channel......... ... e e
THe reCOgNItION SYSTEIM .....oiiiiiiie ettt bbbttt e e bt e e eta e e e nnte e e s naneee s
RECOGNItION @NA COMECTION. ...ttt et et e e e et e s eab et e e et e e e nanes

Dragon NaturallySPEaAKING ........coeiuiiieiiee ettt e e e e et e e e e e et et a e e e e e e e e s eaaataeeeeaeeaaaseeeaesssansnnneeaaaeaan
R=Teto] o [1aTe IR {o]4 1 4= SR PSP P EPPRTRR
The reCOgNItION SYSTEM ....ciii ettt e et e e e e e ettt e e e e e e s nnbae e e e e e nnneneeeaeeean
Recognition and correction

Submitting dictations for speech recognition via SpeechMagic

Submitting dictations for speech recognition via Dragon NaturallySpeaking ..........cccoccoveiniieiiiiiiciiiecc e 87




SpeechExec Pro Transcribe

e 1] o] LTy £ o Yo 1 1 o I 88
TroubleShOOtING = OVEIVIEW ...ttt e e e e e e e e e e e e e e e e aaaaaaeas 88
Network connection lost

L o] o] 1= o o P UUPTR
Solution 1 .......ccveeennes
S To 111 o] o 12 PRSP
Program StOPS FESPONTING ....cc.ueeiieiiitee ettt ettt et e e ettt e e aee e e e sabe e e e e st et e eabe e e s eabeeeeabnee e e 89
(0] o] 110 H TP PRSPPI 89
1S T 0117 o e SRS 89
1 To] 01T o 1 RSP 89
Installing t0 @ NEIWOTK fOIAET .......eii et e et e e et e e e st e e e e st e e nee e e e enneeeeanneeennns 89
L o] o] 1= o o O SUPTR 89
1Yo 111 o] o [P PRSP 89
Fully trust SpeechEXeC Mapped AriVE .........cooiiiiiieii e 90
Fully trust all INtranet @SSEMDIIES ........cooiiiiiii et 92
USB SPEECNRIMIKE. ...ttt ettt ettt a et e e ettt e e sttt e e e ab et e e e b be e enb e e e e eane e e e abneeenan 93
L o] o] =T o o H P PP PP PPPPPPTP 93

Y o 01T 1 Lo | ) GOSN 94
CommaNd lINE PArAMELEIS.......ooi ittt e e e ettt e e e e e e e et e et e e e e e e e nsbeeeeaaeeaaanneeeaaeeaannnnneeaaaaan 94

o - G N 95



SpeechExec Pro Transcribe

Welcome to SpeechExec

Welcome to SpeechExec Pro Transcribe Online Help.

SpeechExec has been developed for the professional dictation and transcription business. It provides all the
advantages of digital dictation combined with sophisticated file management capabilities.

SpeechExec comes as a complete dictation and transcription solution. The product is highly modular and can
thus fulfill the business requirements from small offices to large companies and is suitable for any volume of
document creation. SpeechExec can be used together with various Philips hardware devices such as the
SpeechMike, the DPM or the Foot Control. It is the perfect solution for any dictation and transcription needs
where all components can be obtained from one manufacturer.

e Complete digital dictation and transcription workflow.

¢ Intuitive and easy-to-use user interface with fast access to all major functions.

e Advanced sound file editing functions.

e Support for various Philips hardware devices.

e Support for different sound file formats including WAV, DSS, MP3 and WMA.

o Configurable function keys.

e Recording of special instructions and spoken instructions.

e Sophisticated email and FTP delivery.

e Various configuration tools.

e Highly customizable to provide optimum support for users in their everyday work.
Note: The screenshots in this Online Help have been taken from the Windows XP operating system. The user

interface elements (e.g. dialog boxes, button names, etc.) may be slightly different in other operating systems.

SpeechExec modules
SpeechExec has the following modules:

SpeechExec Pro Dictate

This module enables authors to work with dictation files, manage their worklist and tree view, define dictation and
folder properties, configure their DPM, download DPM files, send dictations by email and make various settings
for recording dictations.

The SpeechExec Pro Dictate module cannot run in parallel with the SpeechExec Pro Transcribe module.

SpeechExec Pro Transcribe

This module enables transcriptionists to work with dictation files, manage their worklist and tree view, define folder
properties, download DPM files, receive dictations by email and make various settings for transcribing dictations.

The SpeechExec Pro Transcribe module cannot run in parallel with the SpeechExec Pro Dictate module.

SpeechExec Recorder

This module enables authors to perform the dictation tasks such as recording, recording of special and spoken
instructions, playback, editing and positioning in the sound file. They can also edit dictation properties and make
various settings.

SpeechExec Player

This module enables transcriptionists to perform tasks such as playback, playback of special and spoken
instructions, positioning in the sound file. They can also view dictation properties and make various settings.
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Trademarks
SpeechExec™, SpeechMike™ and Pocket Memo® are trademarks of Koninklijke Philips Electronics N.V.

Trademarks of other companies
Windows 2000, Windows XP  Microsoft Corporation
Pentium Intel Corporation

All other names are trademarks, registered trademarks or service marks of their respective owner.

System requirements

The SpeechExec Pro Dictate module requires the following hardware and software specifications in order to
function properly:

Hardware requirements

e The minimum requirement for your processor is: Pentium Il with 233 MHz and 64 MB RAM.
The recommended requirement for your processor is: Pentium 11l with 500 MHz and 128 MB RAM.

e 30 MB hard disk space is required.
e Microsoft .NET 1.1 Framework requires 150 MB of free disk space for installation and 110 MB for runtime.

e A Philips Sound Blaster or compatible sound card is needed if no SpeechMike USB or USB Adapter Box
(6220) is used.

e A self-powered USB port for SpeechMike USB.

Software requirements

For all operating systems listed below, we recommend that you apply the latest Service Pack available before
installing SpeechExec.

e Microsoft Windows 2000
Note: For DPM make sure you have Service Pack 3 applied.

e Microsoft Windows XP (Home or Professional edition)
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Introduction

Introduction - overview

This section provides an introduction to some basic concepts of SpeechExec. Use the links below to access the
individual Help topics.

e Licensing and dongle
e Phases and states

o Folder types

e Local Work folder

¢ Instructions

e Archive, backup and purge

Licensing and dongle

SpeechExec supports a workstation-based licensing scheme which includes the SpeechExec components listed
below: SpeechExec supports workstation-based and site-based licensing schemes. Both licensing schemes
include the SpeechExec components listed below. For more information about the site-based licensing scheme,
see: Site license.

o SpeechExec Pro Dictate - The dictation solution with advanced recording functions for the professional
author. The integrated Worklist module provides sophisticated file management capabilities.

o SpeechExec Pro Transcribe - The professional transcription solution. The integrated Worklist module
perfectly complements the dictation workflow.

Note: The same user cannot start SpeechExec Pro Dictate and SpeechExec Pro Transcribe in parallel on the
same PC. If a program is already running a corresponding error message box is displayed.

o SpeechExec SDK - The powerful SDK for developing intelligent dictation and transcription applications.

Trial version

The trial version enables you to explore the capabilities of SpeechExec. It provides you with a basic evaluation of
our technology, however it is not fully functional and is designed to provide you with only a quick overview of the
SpeechExec environment. It is functionally limited in the following areas:

e The trial version can be used for a 30-day evaluation period without a dongle. During that period, every time
the program is started a message is displayed with information about the number of days left for evaluation.
When the evaluation period is over a message is displayed which informs you that the evaluation period has
expired and provides you with details of where to purchase a fully functional version.

The trial version will expire after 30 days. Attaching a dongle will not re-activate the trial version. The fully
functional SpeechExec Pro Dictate and SpeechExec Pro Transcribe versions have to be installed from the
original product CD.

e The trial version is an independent version of the SpeechExec product insofar as it installs and enables you to
evaluate both the SpeechExec Pro Dictate and the SpeechExec Pro Transcribe solution.

e The trial version is available as a download only.
e The trial version does not allow recording into the DSS format.

e The recording and playback length is restricted to 30 seconds for a dictation. This means you have to restart
recording and playback every 30 seconds.
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Dongle

The SpeechExec workstation licensing scheme operates with a dongle. A dongle is a security device connected
to the USB port of your computer. It enables you to use the SpeechExec software package on your computer but
also prevents its unlicensed use on any other computer. The different SpeechExec components listed above
require individual dongles. Your dongle looks similar to this:

Color-coded

USB socket Ao

The SpeechExec dongle has been designed as a USB HID class device (USB 2.0) with a unique ID. Additionally
it works as a USB hub to support other Philips dictation devices.

Important

e Do not remove the dongle while SpeechExec is running. You will not be able to create or open dictations any
longer. The built-in security mechanism however guarantees that you will be able to finish work on the
currently open dictation.

e When the dongle is removed, recording into the DSS format is not possible any longer. This also applies to the
currently open dictation.

e If no dongle is present when starting the program, you will receive an error message. Re-attach the dongle.
e The dongle has been designed especially for and tested only with Philips USB dictation devices. Other USB

devices may not function correctly when connected to the PC via the SpeechExec dongle.
Troubleshooting

If you receive a message that no valid license can be found or if you encounter dongle-related problems, try the
following:

e Disconnect your SpeechExec dongle from the USB port and reconnect it.
o Verify that your dongle works correctly via the Device Manager tool in your Control Panel.

You find the Device Manager on the Hardware tab of System in Control Panel. The Device Manager is an
administrative tool for viewing and changing device properties, updating device drivers, configuring device
settings and uninstalling devices.

2 Device Manager

File  Action Yiew Help

& A
:é Cormputer »~

g Disk drives

-r.’;‘ Display adapters

5 DVDJCD-ROM drives

= Floppy disk controllers

&8 Human Interface Deviees
{5 HID-compliant consurmer control device
{5 USE Hurnan Interface Device

Ve [ [ [ [

+ i:;g IDE ATAJATAPT controllers

+- ] Infrared devices

+- s Keyboards

+- 1} Mice and other pointing devices

+ ’!‘Q Modems v
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When you open the Device Manager, verify that a device of the type 'USB Human Interface Device' is listed.
To make sure that the listed 'USB Human Interface Device' is your SpeechExec dongle, disconnect any other
USB devices (USB SpeechMike, USB mouse, etc.).

A yellow exclamation mark next to the device indicates a problem. Right-click the device and select
Properties. Here you find the device status. For troubleshooting information, click the Troubleshoot button of
the Properties dialog box.

e Some PC providers limit the output power of USB ports to 100mA (milliamps). These USB ports are called
bus-powered USB ports. Such ports may not provide enough power for some USB devices to function
properly. In this case, connect a self-powered USB hub to the USB port of your PC, then connect the USB
device via the self-powered hub.

e If you are using a site license, make sure that you are connected to your license server.
e In case of site licenses, also make sure that your network connection works properly.

You can verify your connection settings by opening the corresponding entry in your Control Panel.

Phases and states

In SpeechExec, dictations are classified by phases and states.

o A phase is a distinct stage in the life-cycle of a dictation where the dictation is processed in a specific way. For
example, recording and transcription are phases.

e A state is a particular condition of a dictation within a phase. SpeechExec dictations can have the following
states: pending, in progress, suspended and finished.

Phase and state definitions

Recording
An author records a dictation and a sound file is created.

Transcription
The transcriptionist plays back the dictation, types it out and thus creates a text document.

Pending
The dictation has not been worked upon in this phase.

In progress
The dictation is being worked upon at the moment.

Suspended
The dictation has been opened for work, but closed again before it has been finished.

Finished
Work on the dictation has been finished in this phase.

Note: When the state of a dictation is 'in progress' or 'suspended’, the dictation is locked [E for any users
other than the author or transcriptionist who is currently working on the file. The author or transcriptionist has
exclusive access to the file.

Transitions

The life-cycle of a dictation involves the following transitions:

e Recording in progress: The author is working on the dictation and has exclusive access to the dictation.
e Recording suspended: Recording can only be continued by the same author.

e Transcription pending: The author has finished recording; the dictation has not yet been opened by a
transcriptionist.

e Transcription in progress: The transcriptionist is working on the dictation and has exclusive access to the
dictation.

e Transcription suspended: Transcription can only be continued by the same transcriptionist.

e Transcription finished: The transcriptionist has finished typing out the dictation.

11
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Folder types

When working with SpeechExec folders, you may have noticed that not all folders behave the same way. The
most noticeable difference is between the Intray folder and any other default SpeechExec folders, e.g. the
Suspended or Finished folders. If you are looking for enlightenment, maybe this is the topic for you. This topic
tries to explain how SpeechExec folders work and where the differences are. For those amongst you, who
understand and are already enlightened and do not find the folder behavior unusual, please pardon the author's
simplistic approach and simply ignore this topic.

Physical and virtual folders

This is the first trap. SpeechExec uses are two different folder concepts: physical folders and virtual folders. The
explanations below are general in nature and do not apply to SpeechExec folders exclusively.

A physical folder is a folder which you can actually see and find on your file system. This means that physical
folders are directly tied or mapped to a folder on your computer; they are physically present (hence their name).

A virtual folder functions as a repository for files that have no logical relationship to each other on a disk drive.
You can think of a virtual folder as a container into which you can place whatever files you want. Virtual folders
are a useful way to organize files that can be distributed across your file system. The most common use case for
this type of folder is when you want to organize files from several different locations into one location.

Note: SpeechExec uses the virtual folder concept for the transcripionist's Intray folder only.

Intray folder

The transcriptionist's Intray folder organizes all input folders for the transcriptionist into one simulated 'overview'
folder. The input for the Intray comes by default from the Pending folders (which are mapped to the authors'
Finished folders) from the Suspended folders and the Inbox folder. For more information about the SpeechExec
folder structure, refer to the Tree view topics in the SpeechExec Pro Dictate and SpeechExec Pro Transcribe
Online Helps respectively.

iz SpeechExec Pro Transcribe

: File Edit Folder LCPM Settings Wiew Help

N 2k

File name

iy
i [ Dutbox
5 Sent ltems

You can see the Intray folder in the transcriptionist's tree view where it appears like any other folder. However,
were you to go and search for this folder in your Windows Explorer, you would not be able to find it. Additionally,
the following restrictions apply:

e You can rename and hide the Intray folder but you cannot delete it.
e You cannot create subfolders for the Intray.

o When you copy or move dictations to the Intray, a dialog box is displayed where you have to select the
physical folder you want to copy/move the dictations to.

Note: You cannot create any other virtual folders in SpeechExec.

12
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Physical folders

Physical folders, as mentioned above, really exist in your file system. Examples of physical folders in SpeechExec
are the Pending, Suspended and Finished folders. By default they are located in <My
Documents>\SpeechExec. They are mapped to the following folders respectively: _pending, _supended and
_finished. You will notice that the folders can be preceded by either an 'a’' or a't'. This indicates whether it is an
author or a transcriptionist folder:

EX My Documents

File Edit Wiew Favorites Tools Help
q=fack - = - | @ search |%Fnlders 4
Address I@ My Docurnents

Folders X
:ﬁ Deskkap
El My Documents
EH:I My Dictations
23 a_archive
1 a_finish
23 a_suspended

@ My Pickures
@, My Computer

Iy Metwork Places
: EQ Recycle Bin

------ & Internet Explorer

Here you can already see a crucial SpeechExec concept in practice: the name of a folder in your SpeechExec
tree view does not necessarily have to be same as the name of the mapped folder in the file system. SpeechExec
has taken the folder concept to a new dimension. And this is where things are starting to get complex.

Folders and the workflow

Some physical folders have special functions for the SpeechExec workflow. These are folders which are used to
define, and are dedicated to, specific steps in the workflow. Examples are the Finished, Archive and Local
Work folders. Other folders, these will be mostly user-defined, are used for organizing, grouping and moving
dictations. An example could be a user-defined Personal folder which an author creates and uses for storing
personal correspondence.

The default Finished folder, on the other hand, is used by the SpeechExec workflow for storing dictations which
the author has finished recording. In the SpeechExec folder view, these dictations can be found in the author's
Finished folder; they have the state <Transcription pending>. The Finished folder is usually mapped to a
transcriptionist's Pending folder. The transcriptionists will probably not see any individual pending folders in their
folder views, the dictations will simply appear in their virtual Intray folders.

Note: Authors can create standard (physical) folders in SpeechExec. Transcriptionists can create standard
folders and new Pending folders. Any new Pending folder will be automatically linked to the transcriptionist's
Intray and its contents will appear in the Intray folder.
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Mapping a new folder

This section describes how to create a new folder in the SpeechExec tree view pane and map it to an already
existing folder in the file system. Beware: this does not create a new folder in the file system.

1. Right-click inside the tree view pane and select New Folder. The corresponding dialog box is displayed.

2. Type in the name for the folder, modify the visibility properties, if required, and browse for the path:

# New Folder, g|
Tupe
I MName All ah
1 Visible Tes =
I Path i
I Show subfolders Tes EW
I Show contents Ma E
[ ok ] ’ Cancel l

Let's assume you want to use the default SpeechExec folder location and point the path to <My
Documents>\SpeechExec.

3. Click OK.

The result may probably not be what you expected. Let me repeat what happened: you created a new folder in
the SpeechExec tree view pane only and mapped it to an already existing folder in the file system, in our
example, the SpeechExec folder on the C drive. The contents and any underlying folder structure is inherited
from the SpeechExec folder. In your tree view, you now see the following:

i Finished

-ﬁfr Local work
,ﬁ DPM_53400 00
SR -

[ temp
i ¥ Suspended

w7 Finizhed
it Local Work

-{] DPM_3400_00

-1 a_archive

-3 a_finish

----- [ a_suzpended

So what has happened is that you have only mapped your new SpeechExec folder to an existing folder structure.
You will not be able to find an All folder anywhere in your file system. The contents of the a_finish folder will be
identical to the contents of the Finished folder, the contents of the a_suspended folder identical to the ones in the
Suspended folder.

Creating new folders in the SpeechExec tree view and mapping them to folders in the file system is useful for
transcriptionists for organizing their input. This way they can, for example, create individual folders for the authors
they work for and map them to the required author folders.

Now, when, on the other hand, you really want to create an authentic new folder, see below.
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Creating a new folder

This section describes how to create not only a new folder in the SpeechExec tree view pane but at the same
time also a new folder in the file system.

1. Right-click inside the tree view pane and select New Folder. The corresponding dialog box is displayed.

2. Type in the name for the folder, modify the visibility properties, if required, and browse for the path.

§ Mew Folder x|

I Name Personal
1 Visible Tes
‘1 Path
I Show subfolders Tes
I Show contents Mo

ak Caticel |
y

3. In the Browse For Folder dialog box, define the location for the new folder, for example: My Computer\Local
Disk (C:).

4. Next, and this is the really important part, click Make New Folder:

Congratulations! You have just created a new folder in the file system, on your C drive. If you want to use the
same folder name which you have defined in the New Folder dialog box, type in the name (right-click and
select Rename):

Browse For Folder Browse For Folder
@ Deskkap A = My Compuber &
23 My Documents 7l & 3% Floppy (A:)
= :,l My Computer [= =e Local Disk {C:)
& 3% Floppy (&:) [ Documents and Settings
[= % Local Disk (i2:) =
|5 Documents and Settings [ Program Files T
Mew Folder () SpeechExec FQinstallation
|53 Program Files [ speechExec test material
IC5) SpeechExec for installation ) WINDOWS
IC0) SpeechExec kest material 3 g MEW WOLUME (D:) =
D T S — — b —_ = . — ——
Make Mew Folder ] [ oK ] l Cancel Make Mews Folder l I oK l [ Cancel
>>
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5. Click OK. When you now go looking for your new folder, you can see it not only in your SpeechExec tree view
but also on your C drive.

Faolders x
:ﬂ Deskiop
E@ My Documents
EH:I My Dictations
: {:I a_archive
{1 a_finish
: -2 a_suspended
@ My Pickures
EI@ My Computer

o[ temp é’ 3% Floppry (A
.X Suzpended [BR==]| ocsl Disk ()
[ Firished - =1 ps1.0000
f.‘j Local wrk ¢ -1 Documents and Settings
- DPM_S400_00
-_| Al Rl | Program Files
SpeechExec: |~ Inakeie C drive: 0 RECYCLER
Local Work folder

If your SpeechExec system has been set up in such a way that it operates within a network, certain important
workflow folders will be located on the network. When you work with such a configuration, SpeechExec will verify
the availability of network folders for certain file operations. If network folders are unavailable, SpeechExec will
use the Local Work folder concept:

e You copy/move dictations manually to the Local Work folder because you know you will not have a network
connection, for example, you want to work at home.

e SpeechExec encounters an unavailable network connection and uses the Local Work folder for certain file
operations. For more information, see below.

Note: When you lose your network connection while working on a dictation, you will not be able to continue with
this dictation as long as the network is unavailable. You will be notified by SpeechExec when the network is
available again. SpeechExec will also prompt you to synchronize any dictations you may have created in the
Temp folder in the meantime.

Network unavailability

When SpeechExec tries to perform a file operation, which requires an active network connection, but finds out
that the network is unavailable, the dictations will be transferred to the Local Work folder. The reasons may be
one of the following:

e The dictation was created in the Temp folder and the dictation state changes to either <Transcription pending>
or <Recording suspended>. The corresponding Finished and Suspended folders are located on the network
but are currently not available; the dictations cannot be moved to these folders. The dictations are transferred
to the Local Work folder.

e The download folder for DPM files, the Finished or Suspended folders on the network are not available. The
dictations are transferred to the Local Work folder.

e The option for using a temporary copy when working with dictations is not activated and the Suspended folder
on the network is not available. The dictations are created directly in the Local Work folder.

e You actively move the dictations to the Local Work folder because you know there will be no network
connection. This may be the case, for example, when you plan to do some work at home or because you
know that the network will be shut down for maintenance.

Note: Dictations with the <Transcription pending> state are dictations which you, as the author, consider as
finished. Such dictations are moved to the Finished folder. Author and transcriptionists usually share the
Finished folder. When an author finishes a dictation, it is moved to this folder and becomes <Transcription
pending>. The transcriptionist accesses this folder and types out the dictation in it.
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If you, the author, have configured workflow settings for dictations with the <Transcription pending> state,
some actions may be delayed until the Finished folder is available again on the network. The following
workflow actions will be performed regardless of network availability:

¢ Displaying the Dictation Properties dialog box.

¢ Renaming of files based on the configured dictation properties.
e Conversion.

e Encryption.

e Sending dictations via email.

This would, for example, enable the following use case: You are away from the office on a business trip and
have recorded dictations on your DPM. You download the dictations to SpeechExec on your laptop but you do
not have an email or network connection. You have configured settings for the renaming of dictations and
encryption; these actions are performed. You have also configured settings for emailing dictations; this action
cannot be performed. The downloaded dictations are stored in your Outbox and the Local Work folder.

Back in your hotel or in your client's office you can make an email connection. When you now click Send and

Receive @ in your SpeechExec program, the dictations stored in your Outbox are transferred.
When you return to your office and have the network connection again, synchronization is performed. For
more information, see below.

For more troubleshooting information, refer to the corresponding section in this Online Help. See: Lost network
connection.

Synchronization

When you start SpeechExec or when you select Synchronize from the File menu, the program verifies whether
there are any dictations in the Local Work folder. This folder is usually empty.

When SpeechExec finds dictations, the program verifies the availability of the required network folders to start
synchronization. A message is displayed which informs you about the dictations which are going to be moved
from the Local Work folder to the respective network folders.

Note: If dictations with the state <Transcription pending> are located in the transcriptionist's Local Work folder,
the target folder on the network is defined by the author profile. If no author profile has been defined, the author's
Inbox folder will be used for synchronization.

Instructions

SpeechExec supports the recording and playback of instructions. Instructions can be compared to notes or
comments which an author may want to pass on to the transcriptionist. They usually contain information which is
relevant to the dictation but does not have to be typed out.

SpeechExec supports these types of instructions:

o Spoken instruction - Comments recorded by the author during dictation which are stored within the dictation
sound file at the position in the sound file where the instruction was actually recorded. Examples for spoken
instructions are 'insert a paragraph here' or 'correct spellingis ZELAZOW S K.

e Special instruction - Remarks recorded by the author usually at the start of a dictation with special
information relating to the dictation. Special instructions are stored in a separate file from the dictation sound
file. Every dictation sound file can have one special instruction sound file. Examples for special instructions
are 'use the memo template for this dictation' or 'make a printout of the finished document and bring it to me
for signing'.

Note: The SpeechExec Player does not support recording of instructions.

Note: You can also add a written comment to a dictation as part of the dictation properties.
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Archive, backup and purge

The default SpeechExec configuration comes with default folders for archiving and making backups of dictations.
The Archive and Backup folders are located by default in <My Documents>\SpeechExec; they are hidden by
default. Additionally, SpeechExec provides a function for purging dictations.

Archive folder - This stores all dictations with the state <Transcription finished>. Authors map the path of their
Archive folder to the transcriptionist's Finished folder. Alternatively, authors can also configure that any
dictations for which they receive a 'transcription finished' notification are moved automatically from the Sent
Iltems folder to the Archive folder. See: General Settings, Transcription finished page.

Backup folder - This stores backup copies of dictations for use in the event of failure or loss of the original.
Authors can configure at what stage in the workflow backup copies should be made. The options are to create
backup copies when a dictation is finished or when dictations are downloaded from the DPM. See: General
Settings, Dictation finished/automatic download (DPM) page.

To make either folder visible, do the following:

1. Open the General Settings dialog box from the Settings menu or click this toolbar button: ﬁ
2. Expand the Worklist entry in the left pane and select Folders.

3.
4

Select the Archive or Backup folder from the list; the folder properties are displayed.

. Change the Visible property to Yes.

‘ ‘ I Wisible Mo = ‘

>>
‘ ‘ 1 Yizible ez = ‘

Click OK to confirm the changes and close the dialog box. The Archive or Backup folder will now appear in
your SpeechExec tree view.

Folders

3‘2 DPM 5400
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et Local Wwark

- ¥ Suspended

H- [ temp

Making backups of dictations

The Backup folder stores copies of dictations for safeguarding them from loss. Backups can be compared to
'insurance' copies. It is recommended that you make backup copies for the following use cases:

Use case 1 - The author has worked on and finished a dictation locally (e.g. using the Temp folder), the
dictation is now moved to the Finished folder which is located on the network; the Finished folder is shared
by several users. If another user accidentally deletes the dictation, a backup copy is avaible.

Use case 2 - Dictations are being downloaded from the DPM to a folder on the network. SpeechExec has
been configured in such a way that the downloaded files are converted to a different audio format; the original
files on the DPM are deleted when download is finished. If backup is enabled, SpeechExec will make safety
copies of the original files before conversion and deleting are performed.

Use case 3 - You copy dictations manually to the Backup folder. The dictations remain in the Backup folder
until they are deleted manually. The dictation state remains unchanged.
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Archiving dictations

The Archive folder is the target location for dictations which have completed the SpeechExec workflow; their
dictation state is <Transcription finished>. A dictation is in the <Transcription finished> state when the
transcriptionist has finished typing out the dictation and clicked Finish in the Player module.

The following use cases are supported:

o Use case 1 - Author and transcriptionist work within a LAN (Local Area Network). Author and transcriptionist
folders, which are important for the SpeechExec workflow, are mapped (see: Folders and the workflow).
Finished dictations are moved to the Archive folder automatically. For this use case to work properly, the
following configurations have to be made:

e The Archive folders of both author and transcriptionist have to point to the same location.
e The transcriptionist has to activate the setting for moving finished dictations to the Archive folder. See:
General Settings, Transcription finished page (SpeechExec Pro Transcribe Online Help).

e Use case 2 - Author and transcriptionist do not work within a LAN. The transcriptionist receives the dictation
via email or FTP. The author receives an email notification when transcription is finished. The finished
dictation is moved to the Archive folder automatically. For this use case to work properly, the following
configurations have to be made:

e Author and transcriptionist need to have their email/FTP profiles set up correctly. See: Delivery profiles -
email, Delivery profiles - FTP and Delivery profiles - dial-up.

e The author needs to have notification enabled. See: General Settings, Notification page (SpeechExec Pro
Dictate Online Help).

e The author has to define at what stage in the workflow the natification is to be sent. For this use case,
select Finish. You can make a default setting for all dictations, see: General Settings, User preferences
page (SpeechExec Pro Dictate Online Help).

e The author has to activate the setting for moving finished dictations from the Sent Items folder to the
Archive folder. See: General Settings, Transcription finished page (SpeechExec Pro Dictate Online
Help).

Important: When you archive dictations, SpeechExec automatically creates subfolders below the Archive folder.
A subfolder is created and named for the day when archiving is done; the naming convention for subfolders is
YYYYMMDD (year-month-day). Additionally, the subfolders have the default prefix ARCH_. Example: Any
dictations which were archived on May 5, 2005 can be found in the subfolder ARCH_20050505. These subfolders
are used for purging dictations. For details, see below.

Purging

Purging permanently deletes dictations from the Archive folder. SpeechExec supports the following purge
options:

o Automatic purge - When you start SpeechExec, the program will verify whether the automatic purge option is
activated. If it is, SpeechExec will permanently delete any dications which have been archived for longer than
the specified number of days, including the respective subfolders.

e Manual purge - When you click the Purge Now button, SpeechExec will permanently delete any dications
which have been archived for longer than the specified number of days, including the respective subfolders.

For information about the available purge settings, see: General Settings, Purge page.
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Basics

Starting the program

To start the program, go to the Start menu of your Windows operating system and select Programs,
SpeechExec. The program main window is opened.

Starting the program in hidden mode

If the program has been started in hidden mode the main window is not opened, the program is active in the
background. When the program is active in the background it is available via the program icon in the notification

area of the Windows task bar: El

Note: The program can be started in hidden mode using the /h command line parameter . Alternatively, if the
appropriate setting is made during the installation process, the program is automatically started in hidden mode,
and active in the background, when the PC is started.

Right-click the icon to display the program menu with the following menu commands:
Show Worklist
Hide Worklist
Exit Worklist
Compact Mode (Recorder) - only available if the Recorder is in expanded mode
Expanded Mode (Recorder) - only available if the Recorder is in compact mode

Closing the program

To completely shut down the program, go to the File menu and select Exit.

To close the program but still have it active in the background, click the x in the top right corner of the main
window. The program icon is displayed in the notification area of the Windows task bar.

Main window

In SpeechExec, transcriptionists work with the SpeechExec Pro Transcribe module. This module enables you to
manage your dictation list, define dictation properties and make various settings. You can also open the Player
module, from the Worklist module, to perform transcription tasks. This is the SpeechExec Pro Transcribe window:

ixi|SpeechExec Pro Transcribe

! File Edit Folder DPM  Settings Wiew Help

A i )G

i 57 @

o 1 () ~a B File: name Avthor Dictation length
@ m 10 =mith001 _wav Chriz Smith 00:00:15
it Local woark ' o

I} smith002 waw Chriz Smith 00:00: 25

a smith003. waw Chris Smith 00:00:74

< >

Total dictations: 3; selected: 1 Total dictations with priority; 1 atpl185  Trangcriptionist
Menu bar

The menu bar provides menu commands for performing the various tasks, for managing dictations, making
settings and configuring the SpeechExec Pro Transcribe window. For a full list of menu commands and a short
description of their functions, see: Menus.

Toolbar

You can control many functions available in the SpeechExec Pro Transcribe window via the toolbar buttons. For a
full list of the available buttons and a short description of their functions, see: Toolbar.
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Tree view

The tree view displays your folder structure. The structure depends on your personal settings or preconfigured
settings. A plus sign (#) to the left of a folder means that a folder contains subfolders; click the plus sign to
expand the tree. For a description of the default folder structure, see: Tree view. For information on working with
folders, see: Folder operations.

Dictation list

The dictation list displays information on the dictations stored in the selected folder. The columns display the
properties of the dictations. For information on your dictation list see: Dictation list. For a full list of dictation
properties, see: Dictation properties.

You can change the focus between the tree view and the dictation list by clicking inside each pane.

Status bar

The status bar at the bottom of the window displays information on dictation management, such as your user
name and role, the number of dictations in the selected folder and the number of dictations with priority assigned.

Menus

SpeechExec provides the following menus:

File

Edit
Folder
DPM
Settings
View
Help

File

Start Transcription
Opens the selected dictation. If more than one file in your Worklist is selected, the first selected file is opened.
Depending on your personal settings or preconfigured settings, a word processor is also opened.

Playback
Starts playback of the selected dictation. If more than one file in your dictation list is selected, the first selected
file is played back. Select the menu command again to stop playback.

Play Special Instruction
Starts playback of the special instruction associated with the dictation. If more than one file in your dictation list
is selected, the first selected file is played back. Special instructions are saved in a separate file from the
dictation file; playing back a special instruction does not open the dictation file.

Submit for Speech Recognition
Submits the selected dictation for speech recognition.

Send and Receive
Connects to the email system and checks for incoming and outgoing emails. Any outgoing emails are sent.

Import
Displays the dialog box for importing files created outside SpeechExec.

Convert
Converts the selected dictation file to the configured audio format. If more than one file in your dictation list is
selected,all files are converted.

Encrypt
Encrypts the selected dictation. You must enter and confirm an encryption password. You can select more
than one dictation (CTRL and SHIFT keys).

Note: The_encryption setting in the General Settings dialog box does not have to be activated to use this
menu command.

Decrypt
Decrypts the selected dictation. You must enter the password used to encrypt the dictation.

Synchronize
Synchronizes your network folders with the contents of your Local Work folder. Dictation files which you have
been working on locally are moved to folders on the network. For example, if you change a dictation file in the
<Suspended> state to <Finished> it will be moved from your Suspended folder to your Finished folder.
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Minimize

Minimizes the Worklist to a button on the Windows taskbar.
Exit

Shuts down SpeechExec.

Note: SpeechExec can now only be reopened from the Start menu.
Edit

Delete
Deletes the selected dictation; you must confirm your action. Whether this file is permanently deleted or
moved to the Recycle Bin depends on your personal or preconfigured settings.

Rename
Enables you to change the file name of the selected dictation.

Copy to Folder
Enables you to copy the selected dictation to another folder. Select a folder in the displayed dialog box and
click OK; the dictation is now stored in both locations.

Move to Folder
Enables you to move the selected dictation to another folder. Select a folder in the displayed dialog box and
click OK; the dictation is now stored in the new location.

Change Dictation State
Displays the Change Dictation State dialog box. Here you can change the state of the selected dictation.
Select a state in the displayed dialog box and click OK.

The dictation is moved to the designated folder, for example if you change the state from <Dictation
suspended> to <Transcription pending>, the dictation is moved from your Suspended folder to your Finished
folder.

Note: You should be aware that changing the dictation state does not initiate follow-up tasks like automatic
emailing or conversion.

Note: You can select more than one dictation (CTRL and SHIFT keys) and change the dictation state of all. For
example, if DPM files, which were not finished with the EOL button but are ready for transcription, are
downloaded, they have the dictation state <Recording suspended>. This means that you cannot open them.
You must change the dictation state to <Transcription pending>.

Dictation Properties
Displays the Dictation Properties dialog box. Here you can view and edit the properties.

Folder
Hide
Hides the selected folder. The folder is not visible in the tree and is no longer available.

Note: To make a hidden folder visible can only be done from the Folders page. of the General Settings dialog
box.

Delete
Deletes the selected folder; you must confirm your action.

Note: You can delete any folder that you have created yourself. If this option is not available the selected
folder cannot be deleted.

Rename
Enables you to change the name of the selected folder.

Folder Properties
Displays the Folder Properties dialog box. Here you can view and edit the properties.

For information on working with folders, see:
Tree view
Folder operations
Worklist settings - folders

DPM

DPM Configuration
Displays the DPM Configuration dialog box. This dialog box enables you to configure the DPM according to
your individual preferences.
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DPM Wizard
Displays the DPM Configuration Wizard. This wizard assists novice users with configuring important DPM
settings.

Transfer Settings to DPM
Sends the DPM configuration settings made in SpeechExec to the device when the DPM is connected to the
PC. The device-specific settings in SpeechExec overrule settings on the device.

Transfer Settings from DPM
Retrieves the DPM configuration which is stored on the device when the DPM is connected to the PC. The
settings from the device overrule the device-specific settings in SpeechExec.

Import DPM Settings
Enables you to browse for the location where configuration files are stored. The selected file is imported. The
device-specific and program-specific settings stored in that file overrule the current settings in SpeechExec.

Note: When you import a configuration file, a confirmation dialog box is displayed. You must confirm the
import action in order for the settings in the configuration file to be applied to both SpeechExec and your
device.

Export DPM Settings
Enables you to browse for the location where configuration files are stored. The current device-specific and
program-specific settings are stored in that file. If required, the file can be exported and the configuration
settings can be applied to other DPM devices.

Settings

General Settings
Displays the General Settings dialog box. Here you can make settings for your Worklist module, dictations,
DPM and Recorder module.

Sounds and Audio Devices Properties
Displays the corresponding Microsoft Windows dialog box. Here you can make sounds, audio and hardware
settings.

View
Toolbar
Shows or hides the toolbar.

Status Bar
Shows or hides the status bar.

Folder Tree
Shows or hides the dictation folders tree pane.

Show Gridlines
Shows or hides the gridlines between columns and rows in the dictation list.

Filter On/Off
Applies the configured filter to the dictation list. Select the menu command again to return to the unfiltered
dictation list.

Filters
Displays the Filters dialog box. Here you can define filter conditions to display only items with specific
properties.

Columns
Opens a menu with all available column headings in your dictation list. Activate the corresponding check box
to display a column, clear the check box to hide a column.

Sort
Opens a menu with all available column headings in your dictation list. Select a column to sort your dictation
list by the column.

Refresh
Updates the information displayed in the dictation list for the currently open folder.

Help

Contents and Index
Opens the Online Help system.

About
Displays the About dialog box with general version and copyright information.

23



SpeechExec Pro Transcribe

Toolbar

These are the SpeechExec toolbar buttons:

[

:l Start Transcription
Opens the selected dictation. If more than one file in your dictation list is selected, the first selected file is
opened. Depending on your personal or preconfigured settings, a word processor is also opened.

gl

Playback
Starts playback of the selected dictation. Select the menu command again to stop playback. If more than one
file in your dictation list is selected, the first selected file is played back.

4% Play Special Instruction
Starts playback of the special instruction associated with the dictation. If more than one file in your dictation list
is selected, the first selected file is played back. Special instructions are saved in a separate file from the
dictation file; playing back a special instruction does not open the dictation file.

Note: This button is available if the selected dictation has a special instruction.

Dictation Properties
Displays the Dictation Properties dialog box. Here you can view and edit them.

&

Lq Send and Receive
Connects to the email system and checks for incoming and outgoing emails. Any outgoing emails are sent.

L)
Oﬁ) DPM Configuration

Displays the DPM Configuration dialog box.

&
% DPM Wizard

Displays the DPM Wizard.

fﬁr General Settings

Displays the General Settings dialog box. Here you can make settings for your Worklist, dictations, DPM and
the Recorder module

Filters

Displays the Filters dialog box. Here you can define filter conditions to display only items with specific
properties.

Filter On/Off
Applies the defined filter to the dictation list. Click the button again to return to the unfiltered dictation list.

S

e Refresh
Updates the information displayed in the dictation list for the currently open folder.

~

~ Submit for Speech Recognition
Submits the selected dictation for speech recognition.

@ Help

Opens the Online Help system.
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Tree view
SpeechExec is delivered with the following default folders in your tree:

. h Local Work: Dictations that are worked on when the PC is not connected to the network. When the
network is available the contents of this folder are synchronized with the system; synchronization of data takes
place when the program is started or to accomplish this manually, go to the File menu and select
Synchronize. If you know that the network will not be available, you can copy files, that you want to work on,
here.

o [ temp: Dictations in the <In progress> state, if the equivalent setting has been made in Recorder/Player
options. This folder is hidden by default but can be made visible. The path is a local path on your PC and
cannot be changed. Subfolders can be created manually.

o LIE Suspended: Dictations in the <Suspended> state. Dictations are moved from the Temp folder to the
Suspended folder when you click Suspend in the Recorder window. Subfolders can be created manually.
You can also see these icons in your tree:

E Suspended (no access to the network)
@ Suspended (network access is available)

o H Archive: Dictations in the <Transcription finished> state. This folder is hidden by default but can be made
visible. A subfolder is created each day with the following naming convention: YYMMDD. The dictations that
are archived on that date are stored in the subfolder.

Depending on the setting made, when transcription is finished, dictations which were sent by email are moved
from the Sent Items folder to the Archive folder or deleted.

. @ Intray: This is a virtual folder that gathers together all dictations that are available for you to work on. This
includes dictations stored in other folders.

o [T Qutbox: Dictations waiting to be sent by email or FTP.

o =1sent Items: Dictations which have been successfully sent, by email or FTP, are moved here from the
Outbox folder.

. ﬂ DPM: Dictations that are currently located on the DPM. If a DPM is connected to the PC the folder name
also indicates the version of the DPM, for example, DPM9450.

Dictation list

Click a folder in the tree view to view the dictations stored in that folder in your dictation list.

Click anywhere in a row of the list to select a dictation. Double-click a dictation to open it for editing.
For information on navigating the dictation list with shortcuts, see: Keyboard shortcuts.

Right-click a dictation to open a menu with the following commands:

Delete

Rename

Copy to Folder

Move to Folder
Change Dictation State
Dictation Properties

For an explanation of these functions see: Edit menu.

Columns

Dictation properties are displayed in columns in your dictation list. The column heading describes the property.
You can decide which columns you want displayed. Go to the View menu and select Columns. A menu with all
available column headings in your dictation list is displayed. Activate the corresponding check box to display a
column, clear the check box to hide a column.

You can rearrange the order of the columns. Click a column heading and, using drag-and-drop, place it in the
position you want. The new position is indicated by red arrows:

:

Dictation ler State
T +
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Sorting your dictation list

You can sort your dictation list (ascending and descending) by any column. To sort your dictation list go to the
View menu and select Sort. A menu is displayed (the column heading at the top of this menu is used as the sort
criterion). Select a column heading, the dictation list is sorted in ascending order by this column. To sort in
descending order, select the same column heading from the View menu again.

You can create a hierarchy of sort criteria. In the order you want to sort for, select the column headings from the

=
View menu. Each heading with this icon Az (ascending) or & (descending) is included.
You can also sort your dictation list by clicking the column heading. An arrow indicates if the column is sorted in
File= rianme

ascending or descending order. This is an example of sorting in descending order:

File name ¥ Dictation length &

To apply multiple sort criteria, click the column headings and press and hold SHIFT:

Color
Some dictations are displayed with a different color:

e Locked: Dictations which are locked have a light gray background. Additionally, this symbol is displayed in the
Locked column: [ﬁ

o Priority: Dictations with a high priority have a specially configured color. The Priority you set determines which
dictations have this color.

Filters
You can filter your dictation list in order to display certain dictations only.

Click the folder whose contents you want to filter. Click i on the toolbar to display the Filters dialog box where

you define a filter. Once you have defined your filter click Tto apply the filter. Click 7 again to return to the
unfiltered dictation list.

Editing properties

To edit dictation properties directly in the dictation list, click a property and manually change the information.
Properties which are dates can be changed via the displayed calendar.

For more information on editing dictation properties, see: Editing dictation properties.

For a description of all dictation properties, see: Dictation properties - overview.

Keyboard shortcuts

The following default keystroke combinations are available:

e F1-Opens the Online Help.

e CTRL+C - Copies the selected dictation or the selected section of text.

e CTRL+X - Cuts the selected dictation or the selected section of text from the original location.
e CTRL+V - Pastes the dictation or the section of text to the new location.

e DEL - Deletes the selected dictation or the selected section of text.

e ESC - Undoes the selection of a section of the dictation marked for deletion. It removes the red frame from the
section that indicates it is to be deleted. For more information, refer to the "Deleting” topic in the SpeechExec
Recorder & Player Online Help.

e CTRL+N - Creates a new dictation.

e CTRL+O - Opens the selected dictation for editing.

e CTRL+O - Opens the selected dictation for transcription.

e CTRL+1 - Starts and stops playback.

e CTRL+2 - Starts and stops playback of a special instruction.

e CTRL+3 - Emails the selected dictation, the Send Email dialog box is displayed.
e CTRL+4 - Uploads the selected dictation to the FTP server.
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e CTRL+5 - Send and receive now: connects to the email system and checks for incoming and outgoing emails.
Any outgoing emails are sent.

e CTRL+6 - Display the General Settings dialog box.

e Ctrl+7 - Displays the Dictation Properties dialog box.
e CTRL+8 - Display the DPM Configuration dialog box.
e CTRL+9 - Display the DPM Wizard.

For a list of actions that can be assigned keyboard shortcuts, see: Keyboard settings.

Navigating the main window

Press the TAB key to move around the main window until the focus is on the area you want. Click the left mouse
button in the tree view or the dictation list to give that area the focus. Click the right mouse button in the tree view
or the dictation list to open a menu with commands relevant to that area.

Menus on the menu bar can be opened by pressing ALT plus the underlined letter in the menu name. You can
then press the menu command's underlined letter to select that command.

Navigating the dictation list

You can use the following mouse and keyboard keys to select dictations in the dictation list:
e To select a single dictation, click the left mouse button.

e To move to a dictation and select it, press the up and down arrows.

o To select a range of dictations, click the left mouse button over the first dictation and press and hold SHIFT.
Then click the left mouse button over the last dictation.

e To select a range of dictations using only the keyboard, press SHIFT plus the up and down arrows.

e To select more than one dictation, click the left mouse button over the first dictation and press and hold CTRL .
Then click the left mouse button over each dictation.
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Using the Help

Using the Help window
The SpeechExec Online Help window contains the following information:

Toolbar

Hide/Show
Hides the navigation pane. To reopen the pane, click Show.

Locate
Highlights the topic you are currently viewing in the table of contents. This is particularly useful if you are
navigating via links in the topics and want to find which book the topic belongs to for future reference.

Back
Displays the last topic you have viewed in the topic pane. Use this button to move backwards through all the
topics you have viewed in this session.

Forward
Moves forward through the topics you have viewed in this session. This button is only functional if you have
already clicked Back to view previous topics.

Refresh
Refreshes the displayed topic.

Home
Displays the Start Page, which is the topic you first see when you open this Help system.

Print
Enables you to print either just the selected topic or all the topics in the selected book.

Options
Displays the following options:

Hide/show Tabs
Hides the navigation pane. To reopen the pane, click Show Tabs.

Locate
The same as the Locate button.

Back
The same as the Back button.

Forward
The same as the Forward button.

Home
The same as the Home button.

Stop
Stops a topic or URL loading in the topic pane.

Refresh
The same as the Refresh button.

Internet Options
Opens a dialog box where you can configure Internet options for Internet Explorer.

Print
The same as the Print button.

Search Highlight On/Off
Turns highlighting on and off for searching.

Navigation pane
The navigation pane contains the following tabs to help you find the right topic in the Help system:

Contents
This tab contains a table for contents for the Help.

Index
This tab presents an alphabetical list of keywords and enables you to search for index entries.

Search
This tab enables you to search for keywords throughout the entire Help system.
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Favorites
Here you can list favorite topics that you want to refer back to repeatedly.

Topic pane

The topic pane displays the Help topics, which contain descriptions and instructions that explain how to perform
tasks in SpeechExec.

When you click a topic in the table of contents, a keyword in the index, or a topic retrieved from the search
engine, the contents of the Help topic display in the topic pane.

Help topics often contain links to other related topics. Click the link to go to that topic. To return to your original
topic, click the Back button on the toolbar or right-click with your mouse inside the topic pane and select Back.

Using the table of contents

Click the Contents tab at the top of the navigation pane to display the table of contents for the Help. This consists
of a set of books, which are similar to chapters in a printed document, and topics. Books are listed in the order
that most users will need them when starting to work with SpeechExec.

o Books - Click the plus sign ([£]) next to a book to reveal the topics it contains, or double-click the book title.
Books may contain sub-books, which you can open to display further topics.

o Topics - Click a topic title to display that topic in the topic pane.

Using the index

Click the Index tab at the top of the navigation pane to display all index entries in the pane. The index is an
alphabetical list of keywords. Select a keyword and click Display to display the related topic in the topic pane, or
double-click the keyword.

To search for a keyword:
e Scroll through the list using the scroll bar and arrows to the right of the navigation pane.

e Enter a word or phrase in Type in the keyword to find. If a keyword already exists that matches your entry,
the list will automatically display that keyword. If no keyword exists, the list will display the word nearest to
your entry at the top.

Note: If the keyword you have selected occurs in more than one topic, a dialog box is displayed listing all topics
relating to that keyword. Select the topic you want to see and click Display to open the topic in the topic pane.
Alternatively, double-click the topic.

Using search

Click the Search tab at the top of the navigation pane to display the search engine options in the pane. The
search engine enables you to search for specific words or phrases throughout the Help system.

To locate topics with the search engine:

1. Enter a word or phrase you want to search for in Type in the word(s) to search for.

»
2. If you want to qualify your search, or use a combination of words, click the J icon to the right of the field,
and select from the following options: AND, OR, NEAR, NOT.

3. Click List Topics.
All topics in the Help system that contain the word(s) you searched for are listed in Select Topic to display.

4. Select a Help topic and click Display, or double-click it. The topic is displayed in the topic pane. All
occurrences of the word(s) you entered are highlighted.

Note: You can turn the search highlight on and off. Click Options on the toolbar and select Search Highlight
Off. This will not refresh the topic; you must reload the topic by double-clicking it in Select Topic to display.

29



SpeechExec Pro Transcribe

Using favorites

If you find yourself looking for certain topics on a regular basis, you can add them to your list of favorites on this
tab. This enables you to find them instantly, without using the search engine, table of contents or index.

Adding topics to the favorites list

When you come across a topic that you want to add to the list, do the following:
1. Open the Favorites tab. The topic title is displayed in Current topic.

2. Click Add to add the topic to the favorites list.

Removing topics from the favorites list

To remove a topic from the list, select the topic and click Remove.

Using the favorites list to view topics
To view topics, do the following:
1. Open the Favorites tab. Your list of favorite topics is displayed.

2. Select the topic you want to see and click Display, or double-click the topic. The selected topic is displayed in
the topic pane.
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Working with SpeechExec

Working with SpeechExec - overview

This section explains how to use SpeechExec Pro Transcribe for various transcription tasks. Use the following
links to access the individual Help topics.

e Starting transcription

¢ Finishing transcription

e Suspending transcription

e Closing transcription

* Notifications and reminders
e Email notifications

e Creating author profiles

e Setting up your email profile
e Setting up your FTP profile
e Editing dictation properties
o Folder operations

e Downloading DPM files

e |Importing dictations

Starting transcription

You start transcription by selecting a dictation with the state <Transcription pending> or <Transcription
suspended> in the dictation list.

State
Tranzcription pending
Tranzeription suzpended
When you open the dictation, the state changes to <Transcription in progress>.

How to: start transcription

1. In your SpeechExec Pro Transcribe window, select a dictation from the list and click G on the toolbar or go to
the File menu and select Start Transcription. You can also double-click the dictation directly in the list.

2. Depending on your personal settings or preconfigured settings, the Dictation Properties dialog box may be
displayed. Review and, if required, edit the properties. Click OK to save your changes and close the dialog
box.

3. The SpeechExec Player opens with the dictation. The file name is displayed in the title bar:

ez SpeechExec Player - author001.wav
! File Dictation Instructions Settings Yiew Help

P - e

31



SpeechExec Pro Transcribe

4. If you have defined a word processing program for transcription, e.g. Microsoft Word, it will also be opened.
You can now start playback and transcription of the dictation.
The Player window responds to the playback in the following way:

e The position slider moves to the right to indicate your current position in the dictation sound file.
Additionally, the length of the sound file is displayed in HH:MM:SS (hours:minutes:seconds) above the
slider:

Paozition: 00:00:.02 Length: 00:00:21

e The dictation activity and the number of spoken instructions (5) are displayed at the bottom of the Player
window. The status area also indicates if a special instruction is available.

D s <k B

Playback. =5

Note: During playback, the focus remains on the Player window. The SpeechExec Pro Transcribe window may
be visible in the background. The information displayed in that window is updated in the background, for example,
when new files are added to the dictation list. The SpeechExec Pro Transcribe window does not, however, accept
user input until transcription is finished, canceled or suspended.

Temporary copy

The default setting for transcriptionists when working on dictations is to use a local copy, see: General Settings,
Recorder/Player, Options.

Temporary copy

Activate this option to uze the local Temp falder when warking on
dictationz with the state <In progress:.

|Jze temporary copy when working on dictation

When you open a dictation for transcription, the dictation is copied to the transcriptionist's local Temp folder. Any
file operations which take place are performed on the local copy of the dictation. When work on the dictation is
finished, the contents of the Temp folder are copied back to the network folder.

Finishing transcription

When you finish transcription, the dictation is closed, marked as finished and moved to the Archive folder. This is
the default setting, see: General Settings, Finish transcription.

Transcription finished optiong

Select the action to be performed when vou hawve finzhed
trangcription,

[]Delete dictation from original location

tove dictation to Archive folder

How to: finish transcription

1. The dictation is open in the Player window. To finish it, you have the following options:

¢ Click the corresponding button in the Player window:

¢ Go to the File menu and select Finish.
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2. Depending on your personal settings or preconfigured settings, the Dictation Properties dialog box may be
displayed. Fill in the required information and click OK.

The dictation is saved, closed and moved to the Archive folder. The Player window is closed and the focus
changes back to the SpeechExec Pro Transcribe window.

You may now be asked if you want to transcribe the next dictation. This will be the dictation which comes first
in the dictation list depending on your current sorting. For this confirmation dialog box to be displayed, the
following setting has to be enabled (see: General Settings, Finish transcription):

Canfirm start of nest transcription

Suspending transcription

When you suspend transcription, the dictation is closed and marked as suspended. The dictation will remain in its
original location unless you activate the setting for using the Suspended folder (see: General Settings,
Start/suspend transcription):

when suzpending transcriptions, move to Suspended folder

How to: suspend transcription

1. The dictation is open in the Player window. To suspend it, you have the following options:

¢ Click the corresponding button in the Player window:

e Go to the File menu and select Suspend.

2. Depending on your personal settings or preconfigured settings, the Dictation Properties dialog box may be
displayed. Fill in the required information and click OK.

The dictation is saved and closed. This means that work on the dictation is interrupted temporarily and will be
continued at a later time. The Player window is closed and the focus changes back to the SpeechExec Pro
Transcribe window.

Closing transcription

When you close transcription, the dictation is closed without saving the changes that have been made to it.

How to: close transcription

1. The dictation is open in the Player window. To close it, you have the following options:

¢ Click the corresponding button in the Player window:

¢ Click the Close button in the title bar of the Player window: El
¢ Go to the File menu and select Close.
2. You must confirm the close operation.

The dictation is closed without saving any changes. It remains at the location where it was stored prior to
opening. The transcription state also remains unchanged. The Player window is closed and the focus changes
back to the SpeechExec Pro Transcribe window.

Notifications and reminders

You can configure how you want to be notified about new dictations in your Intray folder. Your Intray folder
organizes all your input folders into one simulated 'overview' folder. The input for the Intray comes by default from
the Pending folders, which are mapped to your authors' Finished folders, from your Suspended folders and your
Inbox folder. For more information, see: Folder types.

How to: configure notification

When you configure notification you will receive a visual or an acoustic signal when new dictations are available
for transcription. Proceed as follows:

1. On the General Settings, Notification page, activate the Notification on option.
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2. Define what type of notification you want, for example, Visual notification.
Matification

Define how pou want to be notified when a dictation iz ready to be
tranzcribed.

Motification on
[TUrgent dictations anly
Wisual natification
[ Sound natification

Select sound;

L]

The available options are:

¢ Urgent dictations only - You will only receive notifications for dictations which have a priority value equal
to or above the threshold defined on the General Settings, Dictation list page.

¢ Visual notification - A dialog box will be displayed when a new dictation has arrived.

¢ Sound notification - An audio signal will be played when a new dictation has arrived. Click Browse to
select your preferred sound.

3. Click OK to close the General Settings dialog box and save your configuration.

How to: configure reminders
Reminders are messages which inform you about your current workload. Proceed as follows:
1. On the General Settings, Notification page, activate the Reminders on option.

2. Define the interval for repeatedly displaying the reminder message, for example 5 minutes.
Rerninder

Reminder on

Remind ewveny: & Elj mirte(s]
3. Click OK to close the General Settings dialog box and save your configuration.

How to: configure automatic closing
This setting will automatically close any SpeechExec notification and reminder messages. Proceed as follows:

1. On the General Settings, Notification page, activate the corresponding option:
Automatic closing

Close notificationdreminder message autornatically
Display message for: m second(z)
2. Define for how long the message should be displayed before it is closed automatically.
3. Click OK to close the General Settings dialog box and save your configuration.
Result
The result of the example configuration from above is:
e You will receive a visual notification when new dictations have arrived in your Intray folder.

New Dictation @

'ou have new dictations for frangcription,

Dictations in [ntray: B2

[ Go o ok izt l [ﬁtartTranscriptinn] l Cloze ]

[ atifications and reminders oré

e A reminder message will be displayed every 5 minutes.

e The notification and reminder messages are displayed for 60 seconds and will then be automatically closed.
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Email notifications

Authors can configure that they are notified about the transcription progress of dictations. These notifications are
delivered to the author via email and relate to a specific stage in the transcription workflow, for example when you
open a dictation for transcription.

Transcriptionists can view and edit the notification settings in the Dictation Properties dialog box of a dictation. To
display the Dictation Properties dialog box, select the corresponding menu command from the Edit menu or

click this toolbar button: B,
Notification stages
If the author has made a notification setting, the stage will be displayed in the Notification field:

Dictation | File Audio

M atifization Open E

This setting will send a notification to the author when you open a dictation for transcription.

You could, for example, add another setting so that the author also receives a notification when transcription is
finished:

Dictation | File Audio

FN
Hotification v| Open E
Attach file to natification Suspend E
Email address far natifization ah
Cornment ah

Notification attachments

The author may request that you attach a file to the notification, for example, the typed out document. The
attachment function is only available when sending a natification that transcription is finished. If no such setting
has been made by the author but you want to attach a file to the notification, make the corresponding setting as
shown below.

Dictation | File Audio

Matifization Open:Finish E
Attach file to notification Mo =]

Email address for notification Mo ah
Comment ab

You will now be prompted to create an attachment when you finish transcription. The author will be prompted to
save the attachment.

Notification address

The address field lists the email addresses of where to send the notification to. You can enter more than one
address in this field; addresses have to be separated by ;.

Dictation | File Audic

-~
Hotification Open;Finizh E
Attach file to notification Tes =
Email addrezs for notification addrezz] @work, comaddiess2... gh
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Creating author profiles

It is recommended for transcriptionists that they set up author profiles. Author profiles are used to identify
dictations for individual authors. The following use cases are supported:

o Dictations reveived via email/FTP: When authors send their dictations via email or FTP, the author profiles are
used to detach the dictations to the respective input folders on the transcriptionist's side. If no author profile is
defined, the Inbox folder is used.

o Dictations downloaded from DPM: If author profiles have been defined, the DPM dictations are downloaded to
the specified destination folder. The author name in the .dss file is used to define the destination folder. If no
author profile is defined, the dictations are downloaded to the Inbox folder.

e Synchronization: When the contents of the Local Work folder are synchronized with the network folders, the
target network folders for dictations with the state <Transcription pending> are defined by the author profiles. If
no author profile is defined, the Inbox folder is used for synchronization.

For more information, see: Folder types, Local Work folder.

Decryption

When authors encrypt their dictations, you can store the decryption password as part of the author profile. This
means that the dictations will be decrypted automatically without you having to enter the password every time an
encrypted dictation arrives.

If SpeechExec does not find an author profile for an encrypted dictation, the following use cases are supported:

e SpeechExec will try to decrypt the dictation with the substitute password. This is a universal password shared
between authors and transcriptionists system-wide.

o If the substitute password does not work, you will be prompted to enter a password.

Note: Transcriptionists can encrypt dictations based on the author profile. If no author profile is defined, the
substitute password will be used for encrypting dictations.

How to: create an author profile

To set up an author profile, do the following:

1. On the General Settings, Author profiles page click Add.
The New Author Profile dialog box is displayed.

i New Author Profile

Author name: |

Location of dictations received by emal/FTP/DPM download:

%

Click. bere to zet or change the decyption password.

Fassword...

[ QK l [ Cancel ] [ Help l

2. Enter the required information and click OK. This saves your author profile and closes the dialog box.

Setting up your email profile

The email profile links SpeechExec to the email program you are using for sending and receiving email
messages. You can also have different email profiles defined, for example when you use different email clients in
the office and at home.

To set up your email profile, do the following:
1. Open the General Settings, Email profile page.

2. Click Add. The New Email Profile dialog box is displayed. Select the profile you are using, e.g. Simple MAPI,
and type in a profile name. The following profile options are available:

e Simple MAPI
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¢ Extended MAPI

MAPI (Messaging Application Programming Interface) is a Microsoft Windows programming interface that
enables a client application to send to and receive mail from Exchange Server or a Microsoft Mail (MS
Mail) messaging system. Microsoft applications such as Outlook, the Exchange client and Microsoft
Schedule use MAPI. Simple MAPI provides standard email functions, while Extended MAPI adds full
calendaring and workgroup capabilities.

e SMTP/POP3

SMTP (Simple Mail Transfer Protocol) is the standard email protocol on the Internet used for sending
email messages between servers. SMTP defines the message format and the message transfer agent
(MTA) which stores and forwards the email. SMTP servers route SMTP messages throughout the Internet
to a mail server that stores incoming mail messages. The messages can then be retrieved with an email
client using POP3. The mail server uses POP3 to communicate with the user's email program.

POP3 (Post Office Protocol 3) is a standard interface between an email client program and the mail server.
POP3 is the most common access protocol used for Internet email. POP3 stores incoming email
messages until users log on and download them. All pending messages and attachments are downloaded
when users check their email.

Note: When you use SMTP/POP 3, you do not need to have an email client running on your PC.

e Lotus Notes
¢ Novell GroupWise

# New Email Profile E|

Frofile type
(%) Simple MAPI

Select this option if you have a mail system installed which supports Simple
rAAPl

() Extended MAPI

Select thiz option if pou have a mail gystem installed which supports
Extended MaAPI.

) SMTR/POF3

Select thiz option if pou are uzing a POP3 server for incoming mail and an
SMTF zerver for outgoing mail,

() Lotus Naotes

Select this option if you have Lotus Mates installed.

() Hovell GroupWwise %

Select this option if you have Groupiwize installed.

Mew profile name:

[ QK. l [ Cancel l [ Help

3. Click OK to save the new profile and close the dialog box.
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4. Depending on your selection in step 2, either the MAPI Settings, the POP/SMTP Settings, the Lotus Notes
Settings or the GroupWise Settings dialog box is displayed.
# POP/SMTP Settings ]

SMTF zettings

Server

Uszer:

Pazsword:

Sender's address;

Port numger:

[]Use SMTP authentication

POP zettingz
& MAPI Settings 3 |

X |
Server
Prafile: | bl | Uszer: | |
Address prefis | Pt | Passward: | |
Pagzword; | | Port number:
[ Ok ] [ Caticel ] [ Help ] [ QK l [ Cancel l [ Help l

5. Fill in the required information and click OK to save your changes and close the dialog box. The profile is now
listed on the Email profile page.

6. Select your preferred profile from the list and click Set As Default.

x]

# General Settings

ﬁ Dictation i
Delivery Email profile
Senddreceive Here you define the profile which will be used when emailing
dictations,
FTF
Dial-up
=] whorklist irnplehd AP

DFM
Recaorder/Flayer

[ sed. ) [ Modw. | [ Dol |

Default profile

|M9F'rnfile |

Set Az Default

[ )4 ] [ Cancel ] [ Help ]

Important: If you do not set a default profile, you will not be able to make email configurations for the delivery
of emails.
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Setting up your FTP profile

FTP (File Transfer Protocol) is a standard Internet protocol and the simplest way to exchange files between
computers on the Internet.

The FTP profile links SpeechExec to the FTP location. You can also have different FTP profiles defined.
To set up your FTP profile, do the following:

1. Open the General Settings, FTP profile page.

2. Click Add. The New FTP Profile dialog box is displayed.

# New FTP Profile X]

Enter a narme for the new FTP prafile.

Mew prafile name: |M_I,IFTF' |

[ QK. l [ Cancel ] [ Help ]

3. Type in the name for the new profile and click OK. The name is saved, the dialog box is closed and the FTP
Settings dialog box is displayed.

# FTP Settings X

FTP zettingz

ETF zerver

Main path:

Prort number;

zer

I
iy

Pagzmord:

Froxy zettingz

[TUsze prosy server

PBrosy server: | |

Part number: EI

[] Delete dictation files from FTP server after download

[ Cancel ] [ Help ]

4. Fill in the required information (see: FTP Settings dialog box) and click OK. This saves your settings and
closes the dialog box. The profile is now listed on the FTP profile page.
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5. Select your preferred profile from the list and click Set As Default.

()

# General Settings

ﬁ Dictation ;
Dielivery FTP profiles
Send/receive Here you define the profile which will be used when
Email uploading/downloading dictations via FTP.
Dial-up
=] warklist MuFTE
DFM
Recorder/Player
[ add. | [ Modiy. | [ Deste |

Default profile

|MyFTF‘ |

Set Az Default

[ )4 ] [ Cancel ] [ Help ]

Editing dictation properties

Dictation properties are characteristics of a dictation file used to define its state, appearance, or value. These
properties include, for example, the file type, file size and creation date. To access the dictation properties, you
have the following options:

e You can configure which stage of the workflow to have the dictation properties displayed, see: Dictation
properties.

e Select a dictation in the dictation list and click this button on the SpeechExec Pro Dictate toolbar: @

e Select a dictation in the dictation list, right-click it and select Dictation Properties from the menu:

B File name Diictation length Author
author003. way 000015 Aubor 1
authordl 2. waw a0:00:14 Autar 1

...... " CihL A A d

[‘a Delete
#]  Rename...

Zz Copy to Folder...

& | Mowve ko Folder...

B  change Dictation State. ..

|§ Dictatiorr&roperties. oo STRG+7
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Select a dictation in the dictation list, go to the Edit menu and select Dictation Properties.

All options listed above display the Dictation Properties dialog box which enables you to define or modify
properties for a selected dictation. See: Dictation Properties - overview.

You can also directly edit the dictation properties which are displayed in the dictation list. See: Edit individual
properties in the dictation list in this topic.

How to: edit individual properties in the dictation list

Your dictation list displays a number of dictation properties as columns.

Note: The dictation list columns can be configured via the View menu, Columns. See: Menus.

You can edit these properties directly in the dictation list without opening the dictation. Proceed as follows:

1.

3.

Enter Edit mode for the dictation property you want to change by right-clicking the required cell.

State File name Fepword Co
Tranzcription pending  authorD03, way ConTest 1 K31

Tranzcription pending

Tranzcription pending — authord]

|@ Dictation Properties, .. STRG+T

Note: When you right-click a dictation which is selected in the dictation list (the whole row is highlighted in
blue), the standard right-click menu is displayed.

The Dictation Properties dialog box is displayed with the input focus on the property you want to edit. Make
your changes; the input options depend on the type of property you want to edit. See: Types of properties.

Confirm your changes by pressing ENTER. To discard your changes, press ESC.

Whether editing of dictation properties directly in the dictation list is possible or not depends on the current state
of the dictation:

<Recording in progress>: No editing possible.

<Recording suspended>: Editing allowed for the author of the dictation.
<Transcription pending>: Both author and transcriptionist can edit properties.
<Transcription in progress>: No editing possible.

<Transcription suspended>: Editing allowed for the transcriptionist of the dictation.
<Transcription finished>: Both author and transcriptionist can edit properties.

Note: Not all dictation properties which are displayed in the dictation list are editable. The following properties
are read-only: Special instruction, Instruction length, Created (this is the date and time when the dictation
was created), Last modified (this is the date and time when the file was last modified), Last user (this is the
user who made the last changes to the file), Encrypted, Delivery, DPM download date. Additionally, a

'Locked' symbol (%) is displayed for dictations where recording or transcription is currently in progress. This
property is also not editable.

Note: To edit the State property of a dictation, select the file and right-click it. Then select Change Dictation
State from the menu. This opens a dialog box where you can make the required changes. The function for
changing the dictation state should only be used sparingly because it may have undesired side effects. Use it
only, for example, when SpeechExec was terminated abnormally and the dictation you were working on
appears with the state <In progress> in the dictation list. In this case, change the dictation state to
<Suspended> to be able to access the dictation again.

41



SpeechExec Pro Transcribe

Folder operations

The left pane of the SpeechExec Pro Transcribe window displays a tree view. This view shows all your currently
visible folders. For more information about the default folder configuration, see: Tree view.

Folders can be expanded () and collapsed (=) to show and hide potential subfolders. Additionally, you can also
perform the following operations:

o Create a folder

o Create a subfolder for an existing folder
e Rename a folder

e Change the folder path

e Delete folder

e Hide/show a folder

e Copy and move

How to: create a folder
To create a folder at the top level of the tree view, do the following:

1. Right-click inside the tree view pane and select New Folder from the menu.

Folders
E{( Sugzpended

[ Sentitems
T Falder

2. Select one of the following folder types from the menu:

General: If you select this option a standard folder is created.
Pending: If you select this option the folder will be automatically linked to the transcriptionist's Intray and its
contents will appear in the Intray folder.

3. Fillin the required folder properties.

# New Folder El
Tupe
I MName Mew folder ah
1 Visible Tes =
I Path C:h E
I Show subfolders Tes =
I Show contents Ma E
ak ] [ Catizel ]
A

All properties are mandatory; this is indicated by the ! symbol:

¢ Name: This is the name for the new folder.

e Visible: This is the property for whether the folder will be visible or hidden in the tree view.
e Path: This is the location of the new folder.
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o Show subfolders: This is the property for whether subfolders of the new folder will be visible or hidden in
the tree view.

¢ Show contents: This is the property for whether the dictations stored in subfolders of the new folder will
be displayed in the dictation list when the new folder is selected.

Note: The Type displays the selection made in step 2.

4. Click OK to confirm your changes and close the dialog box. The new folder appears in the tree view.

Folders

(3¢ Suspended
-7 Backup
L Finished
g Archive
L Local work
[ Outbos
[ Sent items
IR e Folder

How to: create a subfolder for an existing folder

You can create subfolders for any folders you created at the top level of the tree view (see above), and these
existing folders: Finished, Suspended and Temp. Proceed as follows:

1. Select the required folder, right-click it and select New Subfolder from the menu. Alternatively, go to the
Folder menu and select New Subfolder.

Note: To be able to create and view subfolders below existing folders, the Show subfolders property of the
respective folder must be set to Yes in the General Settings, Folders page.

How to: rename a folder

You can rename the folders in your tree view. The only exceptions are the Outbox, Sent Items and DPM folders;
their names cannot be changed.

1. Select the folder, right-click it and select Rename from the menu. Alternatively, go to the Folder menu and
select Rename.

2. Type the new name into the corresponding field of the displayed dialog box.

3. Click OK to confirm your changes and close the dialog box. To discard your changes, click Cancel.

How to: change the folder path

You can change the location of where a folder is stored on your PC. The only exceptions are the Temp, Outbox
and Sent Items folders; their paths cannot be changed. You also cannot change the path for a subfolder.

1. Select the folder, right-click it and select Folder Properties from the menu. Alternatively, go to the Folder
menu and select Folder Properties.

|
2. In the displayed dialog box, click the 'browse' icon of the Path property field: —-—Br.wse—l

3. Browse for the new location.

Note: If the folder has subfolders, you will be asked if you also want to move the subfolders and their
contents.
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How to: delete a folder
You can delete any folder that you have created yourself. Proceed as follows:

1. Select the folder, right-click it and select Delete from the menu. Alternatively, go to the Folder menu and
select Delete.

2. You will be asked whether you really want to delete this folder and all its contents. Confirm the delete
operation.

How to: show/hide a folder

You can decide which folders you want to have displayed in your tree view. The only exceptions are the Outbox
and Sent Items folders; they are always visible and cannot be hidden. You also cannot hide subfolders.

e To hide a folder, select and right-click it, then select Hide from the menu. Alternatively, go to the Folder menu
and select Hide.

The folder is no longer visible.

e To show a folder, open the Folders page of the General Settings dialog box. Select the folder from the list
and set its Visible property to Yes.

The folder is visible again.

How to: copy and move
You can copy and move dictations between folders. Proceed as follows:
1. Select the dictations you want to copy or move. See: Navigating the dictation list.
2. Right-click the file or go to the Edit menu:
¢ Select Copy to Folder to create a copy of the dictation in the selected folder.

e Select Move to Folder to remove the dictation from the current folder and save it in the selected folder.

Downloading DPM files

When you connect a DPM to your PC, the DPM will appear as a folder in your Worklist tree view. The DPM folder
name is derived from the type of DPM which is currently connected, e.g. DPM 9400.

Downloading files

How DPM files are downloaded depends on how you have configured the DPM download process. The
configuration defines how the file download is started, whether the automatic download feature is used and which
files will be downloaded from the DPM.

The configuration is stored on the DPM. If you have activated the Load device settings automatically option the
configuration is retrieved from the DPM automatically and the download process is performed accordingly.
Otherwise the current settings in the DPM Configuration dialog box take precedence over the settings stored on
the device.

The download process also transfers any related files, e.g. instruction files or .xml files, to the PC.

Important: The DPM download process takes place in two phases. The first phase is the actual file download
where the DPM files are transferred to the Temp folder. The Temp folder is used as a temporary download
location only before the files are moved to their actual destination folders. For more information see the sections
which describe the default download locations for authors and transcriptionists in this topic.

When the first phase is finished, you will receive a notification (if configured) on your screen and the DPM wiill
display a 'smiley' symbol. At this stage it is safe to disconnect the DPM.

In the second phase, any workflow-related operations are performed. This means the files are moved to their
destination folders and subsequent tasks like file conversion or file renaming take place.
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How to: Download DPM files using Keyword 1

This example uses preconfigured settings for transferring files from the DPM to the PC and describes a basic
automatic download configuration. Proceed as follows:

1.

On the General Settings, Download page activate the following options:

Automatic download
Show download progress on PC
Sound notification when download complete

On the DPM Configuration, Download Settings page activate these options:

After connecting
Files with Keyword 1
Delete files on the DPM after download is finished

For the purpose of this example configuration, let us assume that Keyword 1 has been configured with the
author's name. So, type MyName into the field:

(%) Files with Keyword 1:
Pyh afnel

When you now connect the DPM to your PC and SpeechExec is running, the following operations are
performed:

¢ When the DPM is connected to the PC, any dictations with the Keyword assignment AuthorName are
automatically transferred from the DPM to the PC. The files are deleted on the DPM after they have been
downloaded.

¢ You will have visual feedback about the download progress on the screen during the file transfer; when the

download is complete, you will receive an acoustic notification.

¢ On the PC, the downloaded files can be found in either the Suspended, Finished or Inbox folders. For
more information, see below.
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How to: Select DPM files for download

This example describes how to modify the configuration from above so that you can select which files should be
download from the DPM.

1.

On the General Settings, Download page activate the same options as above.

2. On the DPM Configuration, Download Settings page activate the File selection option; the other settings on

this page remain unchanged: (© File selection

When you now connect the DPM to your PC and SpeechExec is running, the following operations are
performed:

¢ When the DPM is connected to the PC, the DPM File Download dialog box is displayed. Activate the
check box next to the files you want to download. For more information, see: DPM File Download dialog
box.

# DPM File Download 3

Available files

Dawwnl File name Dictation length ~
Dichation D023 bl 00:00.07

[0 DPMO20.D55 00:00:00

speechexecllf el 00:00:00

[0 Author007 Wiy 00:00:00

[0 Dictation002 Wiy 00:00:00

[ DictationDO0 Wit 00:00:00

[0 Author0DZ Wiy 00:00:00

[ speechexeclO? Wil 00:00:00 B
Playback

Bl | B

[ Download l [ Cancel ] l Help ]

¢ When you click Download, the file transfer is started. You will have visual feedback about the download
progress on the screen during the file transfer; when the download is complete, you will receive an
acoustic notification.

¢ The files are deleted on the DPM after they have been downloaded.

Default download locations for authors

When authors download DPM files, the download location is determined as follows:

Any DPM files which have the EOL indication are downloaded to the author's Finished folder. The EOL (End-
of-Letter) indication equals the <Transcription pending> state.

Any other DPM files are downloaded to the author's Suspended folder. Their dictation state is automatically
set to <Recording suspended>.

If the author has configured SpeechExec with the Set <Transcription pending> state for all DPM files
option (General Settings, Dictation finished/Automatic download (DPM) page), any DPM files are
downloaded to the author's Finished folder.

Note: When you manually copy or move dictations from the DPM to SpeechExec, none of the above
mentioned workflow settings are applied. The dictation state also remains unchanged.

Default download locations for transcriptionists

When transcriptionists download DPM files, the download location is determined by the preconfigured author
profiles. These profiles are used to identify dictations and which author they belong to.

Any DPM files for which a matching author profile can be found are downloaded to the location specified in the
profile. In most cases, this will be the author's Finished folder which is usually mapped to one of the
transcriptionist's Pending folders. If these files are downloaded using automatic download, the dictation state
is automatically set to <Transcription pending>.

Any DPM files for which no author profile can be found are downloaded to the transcriptionist's Inbox folder.
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Workflow operations after download

The following workflow operations may be performed when the DPM file download is finished:

Converting the audio format; see: Automatic conversion.

Copying of files to the Backup folder; see: Dictation finished/Automatic download (DPM) and Archive, backup
and purge.

Renaming of files; see: Dictation finished/Automatic download (DPM).

Sending of emails with dictations as attachments; see: Dictation finished/Automatic download (DPM) and
Email profile.

Displaying the Dictation Properties dialog box for entering missing SpeechExec information. For example,
when you download files from DPM 9220 you can provide the author name; see: Dictation Properties -
overview.

Importing dictations

When you import dictations, you browse for the dictations and define a target folder. Any additional files belonging
to the dictation files will also be imported. Proceed as follows:

1.

2.

3.
4.

Go to the File menu and select Import.
The Import dialog box from SpeechExec is displayed.
Click Browse to select the files you want to import and click Open.

The selected files are displayed in the SpeechExec Import dialog box.

Impart files

File: narme: Fath

Browze. .

Options

Impart location:

[] Delete files after importing

[ Cancel ] [ Help ]

If required, define or modify the target import folder by clicking Change.

Click Import to start the import process.

Additional information

To add more files to your selection, click Browse again.
Activate the Delete files after importing option to delete the imported files from their original location.

When you import dictations, any related files, e.g. instruction files or .xml files, are imported automatically.
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General Settings

General settings - overview

The General Settings dialog box is where you make settings for the behavior of SpeechExec. The left pane
contains a tree, when you select an option in the tree the available settings are displayed on the right.

Click Tﬁf on the toolbar or go to the Settings menu and select General Settings. In the General Settings
dialog box you can make the following settings:

,"'-? Dictation

= Delivery

0 Update

=l workiist

f? DPM

@ Recorder/Player

When you have made all the settings you want on a page click Apply and open another page. When you have
made all your settings click OK to close the dialog box.

Important: All or some of these settings can be pre-configured and locked by your system administrator; locked
settings are read-only.
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Dictation

Dictation settings - overview

J'f?The following Dictation settings can be defined:
e Automatic conversion

o Dictation properties

e Encryption

e Start/suspend transcription

e Finish transcription

e Download (DPM)

e Author profiles

e User preferences

Automatic conversion

Here you can define the audio format of dictation files which were not created in SpeechExec and which have a
format that only supports playback (.wma, MP3, etc.). In order to open a dictation and continue recording in these
files they must be converted to a SpeechExec format which supports recording.

You can also convert dictations when you have finished recording. This is useful if you need a specific format to
process the dictation within another program. For example, if you are using a speech recognition system.

The following options are available:

Convert automatically when opening a dictation
Activate this option to automatically convert the dictation file to the configured audio format (.wav or .dss
file)when the dictation is opened.

Click the Configure button to select the audio format you want.

Convert automatically when finishing a dictation
Activate this option to automatically convert the dictation file to the configured audio format (.wav or .dss file)
when the dictation is finished.

Click the Configure button to select the audio format you want.

Configuring the audio format

Click the Configure button; the Select Audio Format dialog box is displayed. The supported audio formats
recommended for conversion are listed in the Format menu. Select the format and attributes to be applied to
dictation files. When you select a format, the available attributes which can be selected for that format are listed
below.

Show all sound file formats
Activate this option to include additional audio formats in the Format menu.

Note: These additional audio formats are not recommended for conversion. Recording and playback is not
supported for these formats. It might be useful to convert when finishing a dictation for later processing or if
transcription is done within another program.
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Dictation properties

Here you can define when dictation properties are automatically displayed for viewing and editing.
The following options are available:

Before starting transcription
Activate this option to display the Dictation Properties dialog box when you click the 1 toolbar button.

When suspending a transcription
Activate this option to display the Dictation Properties dialog box when you click the Suspend button in the
Player module.

When finishing a transcription
Activate this option to display the Dictation Properties dialog box when you click the Finish button in the
Player module.

After DPM download
Activate this option to display the Dictation Properties dialog box when you are downloading dictations from
the DPM.

Encryption

Here you can define if dictations downloaded from the DPM should be encrypted. The passwords defined in the
author profiles must be used to decrypt these dictations in order to work on them.

The following options are available:

Password
Click this button to set a substitute password for decryption. This password will be used to decrypt dictations
where no matching author profile can be found.

Always prompt for password
If you activate this option, you must enter the password to decrypt each dictation.

Encrypt dictations when DPM download is finished
Activate this option to encrypt dictations when you download dictations from the DPM.

Start/suspend transcription

Here you can define settings for starting and suspending transcriptions.
The following options are available:

Start transcription program automatically
Activate this option to have your word processing program open automatically when you open a dictation for
transcription.

e Application path: Browse for the location of your word processing program.
e Command line: Enter the command line parameter which opens your word processing program.
Note: This is an advanced feature, it is only recommended for administrators or advanced users.

When suspending transcriptions, move to Suspended folder
Activate this option to move dictations to your Suspended folder when you click Suspend in the Recorder
module. If this option is not activated the dictations stay in the original location.
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Finish transcription

Here you can define what will happen to files when you finish transcribing a dictation.
The following options are available:

Delete dictation from original location
Activate this option to delete the dictation when you click Finish in the Player module. The system does not
save a copy of the dictation.

Move dictation to Archive folder
Activate this option to move the dictation to the author's Archive folder when you click Finish in the Player
module.

Confirm start of next transcription
Activate this option to receive a message when you finish transcribing a dictation; you are asked if you want to
open the next dictation and stat working on it.

Download (DPM)

Here you can define what happens to files which have been recorded on the DPM and downloaded to
SpeechExec.

The following options are available:

Rename file with configured dictation properties
Activate this option to include information from the dictation properties in the file name.

Click the Configure button; the Configure Renaming Properties dialog box is displayed.

The Configure Renaming Properties dialog box lists all file information and separators that can be included
in the file name. Separators are punctuation marks that separate each item of information, they include: None,
Space, Dot, Hyphen and Underscore. Separators can make the file name easier to read.

Select the dictation properties to be included in the file name. The naming convention is also based on the
order of the items of information; the item at the top of the list comes at the start of the file name. The Up and
Down buttons are used to reorder the file information.

Copy to Backup folder automatically when finishing/downloading a dictation
Activate this option to save a copy of the DPM file in your Backup folder when it is downloaded.

Author profiles

Here you can define individual profiles for the authors whose dictations you transcribe (Add button). These
profiles are used to identify dictations sent by email and which author they belong to. The author can then receive
information about the transcription state of the dictations.

You can also edit these profiles (Modify button) and remove any that are no longer relevant (Delete button).

Note: The author encrypts the dictations before sending them. You need this password in order to be able to
access the dictations. You must ensure that you have the password for every author whose dictations your
transcribe.

User preferences

Here you can define user preferences.
The following options are available:

User name
Displays your user name. Click Edit to change your user name. This name is displayed in the status bar of the
main window when transcription is in progress.

Note: When dictations are on a network this user name can be made visible in your dictation list. It identifies
the user who worked on the dictation last.
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Delivery

Delivery - overview

= The following Delivery settings can be defined:
e Send/receive

o Email profile

e Dial-up profile

e FTP profile

Send/receive

Here you can define how often dictations are automatically sent and received via email and FTP. This is relevant
if there is no permanent connection to the mail server, for example, if you have a dial-up connection.

The following option is available:

Send and receive automatically
Activate this option and select an appropriate number of minutes for the Send/receive interval.

Email profile

Here you can define how dictations are sent for transcription via email.

Email (electronic mail) is the exchange of computer-stored messages by telecommunication (using Internet
TCP/IP protocols). As well as text you can send non-text files and sound files, as attachments. Emails can be sent
to more than one recipient.

Here you can define the mail transfer profile. Emails can be sent and received via SMTP/POP3, Simple MAPI or
Extended MAPI.

MAPI (Messaging Application Programming Interface) is a Microsoft Windows programming interface that
enables a client application to send to and receive mail from Exchange Server or a Microsoft Mail (MS Mail)
messaging system. Microsoft applications such as Outlook, the Exchange client and Microsoft Schedule use
MAPI. Simple MAPI provides standard email functions, while Extended MAPI adds full calendaring and workgroup
capabilities.

SMTP (Simple Mail Transfer Protocol) is the standard email protocol on the Internet used for sending email
messages between servers. SMTP defines the message format and the message transfer agent (MTA) which
stores and forwards the email. SMTP servers route SMTP messages throughout the Internet to a mail server that
stores incoming mail messages. The messages can then be retrieved with an email client using POP3. The mail
server uses POP3 to communicate with the user's email program.

POP3 (Post Office Protocol 3) is a standard interface between an email client program and the mail server. POP3
is the most common access protocol used for Internet email. POP3 stores incoming email messages until users
log on and download them. All pending messages and attachments are downloaded when users check their
email.

You can create (Add button), edit (Modify button) and delete (Delete button) email profiles.

The content and recipients of emails are defined in the Dictation settings. For more information, see: Non-
automatic delivery.

The Default profile you select (Set As Default button) is used to send and receive dictations via email. For
information on emails, see: Setting up your email profile.

New Email Profile dialog box
Select one of the following:

Simple MAPI
Activate this option if you have a mail system installed which supports Simple MAPI. For example, Microsoft
Outlook Express.

When you click OK the MAPI Settings dialog box is displayed.
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Extended MAPI
Activate this option if you have a mail system installed which supports Extended MAPI. For example, Microsoft
Outlook, Novell GroupWise.

When you click OK the MAPI Settings dialog box is displayed.

SMTP/POP3
Activate this option if you are using a POP3 server for incoming mail and an SMTP server for outgoing mail. If
you select this option no email client is involved. Communication is done directly with the POP/SMTP server.

When you click OK the POP/SMTP Settings dialog box is displayed.

Lotus Notes
Activate this option if you have Lotus Notes installed.

Novell GroupWise
Activate this option if you have GroupWise installed.

New profile name
Enter a name for the email profile and click OK.

MAPI Settings dialog box
You can make the following settings for sending and receiving emails via MAPI:

Profile
Select the email profile (in some cases this can be the name of the mail client you are using).

Note: The email profile is generally created during the installation and configuration of the mail client's MAPI
subsystem.

Address prefix
Select the prefix of the email address. This is the internal prefix of the email address; some mail clients require
that this prefix is specified. For example, 'SMTP' if your MAPI client is Outlook or Outlook Express, 'NGW' if it
is Novell Groupwise or 'LOTUS' in case you are using Lotus Notes.

Password
Enter the password for logging on to the mail client.

POP/SMTP Settings dialog box
You can make the following settings for sending and receiving emails via SMTP/POP3:
SMTP settings

Server
Enter the name of the server. This can also be the IP address.

User
Enter the user name for logging on to the SMTP server.

Password
Enter the password for logging on to the SMTP server.

Sender's address
Enter your email address.

Port number
Enter the port number which identifies the SMTP service.

Some services or processes have conventionally assigned permanent port numbers. Click the Default
button to select this number automatically.

Use SMTP authentication
Activate this option if your SMTP server registers legitimate sender addresses for outgoing mail.
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POP settings

Server
Enter the name of the server. This can also be the IP address.

User
Enter the user name for logging on to the POP server.

Password
Enter the password for logging on to the POP server.

Port number
Enter the port number which identifies the POP service.

Some services or processes have conventionally assigned permanent port numbers. Click the Default
button to select this number automatically.

Lotus Notes Settings dialog box
You can make the following settings for sending and receiving emails via Lotus Notes

User
Enter the user name for logging on to Lotus Notes.

Password
Enter the password for logging on to Lotus Notes.

GroupWise Settings dialog box
You can make the following settings for sending and receiving emails via Novell GroupWise.

User
Enter the user name for logging on to Novell GroupWise.

Password
Enter the password for logging on to Novell GroupWise.

Dial-up profile

Dial-up uses a modem to connect to the internet. A dial-up connection is established and maintained for a limited
time duration. Alternatively, your system might have a dedicated connection (phone-line), which is continuously in
place. A dial-up connection is initiated by your PC's modem or other device.

This setting is relevant for users who must dial up the Internet to send emails.

Use dial-up connection
Activate this option to enable your dial-up connection.
Only activate this option if you are using a modem. Do not activate this option if you have a permanent
Internet connection.

The following settings are only available if the above option is activated.

Dial-up profile
Select your pre-configured profile.

Note: The Dial-up profile is created outside SpeechExec (go to the Start menu, Settings, Control Panel and
double-click Network and Dial-up Connections). You must configure your Dial-up profile before making
these settings in SpeechExec.

Confirm before connecting
Activate this option to receive a message before a dial-up connection is established. You must confirm your
action.

This setting ensures that you only connect to the Internet when you really want to, therefore avoiding, for
example, extraneous telephone costs.

Hang up automatically when sending/receiving/updating is finished
Activate this option to have SpeechExec automatically terminate the connection to the Internet. No message is
displayed before this action is performed.

Important: Please note that if you hang up automatically you might lose your connection unexpectedly if, after
your dictations have been sent, you want to remain connected to the Internet in order to perform activities
outside SpeechExec. It is also possible that if you activate this option SpeechExec could terminate an Internet
connection made by another program, for example, Microsoft Outlook.
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Dial automatically before checking for new messages/notifications
Activate this option to automatically connect to the Internet via SpeechExec. If this setting is not activated, it is
not possible to send emails unless you have a dial-up connection via another program (outside SpeechExec).

Do not download messages larger than
Enter the number of kilobytes based on what your system can process. This setting prevents you receiving
emails larger than your system can easily handle. Downloading very large messages can affect the
performance of your PC.

FTP profile

Here you can define how dictations are uploaded and downloaded for transcription via FTP.

File Transfer Protocol (FTP) is a standard Internet protocol for exchanging any type of file between computers on
the Internet (using TCP/IP protocols).

You can create (Add button), edit (Modify button) and delete (Delete button) FTP profiles. For information on
FTP, see: Setting up your FTP profile.

The Default profile you select (Set As Default button) is used to download dictations via FTP.

New FTP Profile dialog box

Here you give the FTP profile a name which identifies it on the FTP page of the General Settings dialog box.
When you click OK, the FTP Settings dialog box is displayed.

FTP Settings dialog box
FTP settings

FTP server
Enter the name of the server. This can also be the IP address.

Main path
Enter the path of the FTP server.

User
Enter the user name for logging on to the FTP server.

Password
Enter the password for logging on to the FTP server.

Port number
Enter the port number which identifies the FTP service.

Some services or processes have conventionally assigned permanent port numbers. Click the Default
button to select this number automatically.

Proxy settings

User proxy server
Activate this option to use a proxy server. A proxy server in necessary if the FTP server is outside the
firewall (if one is installed).

Proxy server
Enter the name of the server. This can also be the IP address.

Port number
Enter the port number which identifies the proxy service.

Some services or processes have conventionally assigned permanent port numbers. Click the Default
button to select this number automatically.

Delete dictation files from FTP server after download
Activate this option to delete dictations from the FTP server after they have been downloaded.
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Updates
Update - overview

@ The following update settings can be defined:

e SpeechExec software - This includes updates for all components of SpeechExec.

e DPM firmware

e Proxy server - If the update mechanism does not work and SpeechExec cannot connect to the Internet, you
may need to configure a proxy server.

Update mechanism

SpeechExec updates are stored on a web server. Your SpeechExec installation includes an update configuration
file which scans this web server for updates The software update mechanism is triggered if the locally installed
version of SpeechExec and the server version are different. The size of an update can vary from 0.5 MB to 40
MB.

Note: SpeechExec Dictate, SpeechExec Pro Dictate and SpeechExec Pro Transcribe each have individual local
and server update configuration files. The updates for the different programs are provided at different web server
locations.

For updating the DPM firmware, the local configuration file is only for defining the web server location. The
configuration file on the server contains the corresponding DPM firmware version. The local DPM firmware
version is obtained directly from the DPM and not stored in the local configuration file. The firmware update is only
triggered if a DPM is connected to the PC.

Proxy server

SpeechExec must access the Internet Explorer proxy settings. However, if your network administrator has
configured Internet Explorer to use an automatic configuration script, or if you use another Internet browser,
SpeechExec will not be able to access the Internet Explorer proxy configuration. In this case, you must configure
a proxy server.

Before you configure a proxy server, you need to know:
e The proxy server address.
e The proxy server port number.

Your network administrator can provide this information.

About the update

Before downloading the update you can find out what changes/features are included. If program updates are
available a dialog box is displayed from which you can view the SpeechExec Readme file. This file contains all
relevant information on the update. You can then decide if you want to download it.

No system or user settings are lost when updating.

Once you have a applied an update to the SpeechExec system it is not possible to undo the update (downgrade
to an earlier version). If you want your previous version, you must uninstall SpeechExec and reinstall the previous
version.

SpeechExec software

Here you can check for available program updates.

Check for updates automatically
Activate this option to automatically check for available SpeechExec software updates. Select how often the
automatic check should be executed.

Check Now
Click this button at any time to manually check for available SpeechExec software updates.

Software update process
The software update process has the following steps:

1. If you have made settings to automatically check for updates, SpeechExec checks for available updates when
the program is started.

2. If available program updates are identified, a message is displayed asking if you want to download the update.
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3. If you select Yes, a progress dialog box is displayed during the download process. The software update will be
downloaded to the local Temp/SpeechExecUpdater folder.

4. A message is displayed asking if you want to install the update.

5. If you select Yes, SpeechExec is shut down and the update is applied to the relevant program files. The local
update configuration file is also replaced.

If you select No, you can continue working. If you want to install the update later, browse for your local
Temp/SpeechExecUpdater folder and double-click the .exe file to apply the update manually.

6. You may be asked to restart the PC.

For information on how the update mechanism works, see: Update - overview.

DPM firmware

Here you can check for available DPM firmware updates.

Firmware is that part of the software which has been programmed into the DPM device and can be upgraded, via
SpeechExec, when the device is connected to the PC.

Check for updates automatically
Activate this option to automatically check for available DPM firmware updates. Select how often the
automatic check should be executed.

Check Now
Click this button at any time to manually check for available DPM firmware updates. The DPM must be
connected to the PC.

Firmware update process
The firmware update process has the following steps:

1. If you have made settings to automatically check for updates, the SpeechExec program checks for available
updates when a DPM is connected to the PC.

2. If available firmware updates are identified, a message is displayed asking if you want to download the
update.

If you select Yes, a progress dialog box is displayed during the download process.
A message is displayed asking if you want to install the update.

If you select Yes, the new firmware version is copied to the DPM 2 USB mass storage device.

o o » ow

A message is displayed saying that the DPM must be disconnected for the device to update to the new
firmware.

Note: DPM firmware update for DPM 9400 (or lower) is only supported if the DPM already has DPM firmware
version 2.30 or higher.

For information on how the update mechanism works, see: Update - overview.

Proxy server

Here you can update your proxy server settings.

Use proxy server
Activate this option to use a proxy server when checking for updates.

Note: The proxy server is required to be able to connect to the web server where the updates are located.

Proxy server
Enter the name of the server. This can also be the IP address.

Port number
Enter the port number which identifies the proxy service.

Note: Your network administrator can provide this information.

For information on how the update mechanism works, see: Update - overview.
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Worklist

Worklist settings - overview

=l The following Worklist settings can be defined:
e Purge

o File operations

¢ Notification

e Dictation list

e Shortcuts
o Visibility
e Folders

e Licensing

Purge

Here you can define that dictations are automatically deleted from the system. The purge process permanently
deletes dictations in your Archive folder which are older than the specified period of time.

The following option is available:

Purge dictations older than
Select an appropriate number of days. Dictations which have been in the Archive folder longer than this are
permanently deleted, either automatically or manually.

Purge automatically
Activate this option to automatically purge dictations in your Archive folder older than the selected number of
days.

Purge manually
Activate this option to manually purge dictations in your Archive folder, older than the selected number of
days, when you click the Purge Now button.

File operations

Here you can define general file settings.
The following options are available:

Resolve file name conflicts automatically
Activate this option to resolve file name conflicts automatically. If you do not activate this option you will
always receive and overwrite message if 2 file names are identical.

A file name conflict occurs when the names of the files are identical but the dictations are different.

It is possible in a network of many users, perhaps sharing folders or when a dictation is copied rather than
moved to the Local Work folder, for file name conflicts to arise. To resolve this conflict the name of the newer
file is appended with the suffix: _0002. For example, your file naming convention is MyName001.dss; the file
which is more advanced in the workflow (or if both are in the same phase, the file which was updated most
recently) becomes MyName001_0002.dss.

Note: If you manually copy or move a dictation (Edit menu: Move to Folder, Copy to Folder) the system
cannot automatically resolve file name conflicts. If you attempt to copy or move a file to a folder where a
dictation with the same file name is stored, you will be asked if you want to overwrite the existing dictation.

Move deleted files to the Recycle Bin
Activate this option to move files to the Recycle Bin when deleting. When you delete a dictation the file is not
permanently deleted. It can be recovered from the Recycle Bin. This setting is only applied to files saved on
your local hard disk which are manually deleted.
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Notification

You can configure how you want to be notified about new dictations in your Intray folder. Your Intray folder
organizes all your input folders into one simulated 'overview' folder.

The following options are available:

Notification on
Activate this option to receive notification when a dictation has arrived. Select one of the following:

¢ Urgent dictations only: Activate this option to receive notification only when an urgent dictation has
arrived.

Note: Dictations classified as urgent depend on the priority setting made on the Dictation list page. Any
dictation with a priority value equal to or higher than the priority setting is classified as urgent and is
displayed in the dictations list with a different color.

¢ Visual notification: Activate this option to receive a message when a dictation has arrived.

e Sound notification: Activate this option to receive an audio signal when a dictation has arrived. You can
select the sound file you want to have.

Reminder on
Activate this option to receive a message that dictations are ready to be worked on. Select how often this
message should be displayed.

Close notification/reminder message automatically
Activate this option to close the notification/reminder message automatically; you will not have to manually
close the message. Select how long this message should be displayed for before it is closed automatically.

Dictation list

Here you can define settings for your dictation list.
The following options are available:

Refresh network folders automatically
Activate this option to automatically update the information in your dictation list.
Select how often the information is refreshed.

Note: In a Windows network dictations are immediately updated. Folders saved on your local drive are also
refreshed immediately.

Priority
Select the level for color-coding dictations displayed in your dictation list.
Dictations with this value or higher are color-coded; they are displayed as urgent dictations. This means that
they appear in the dictation list with a different color than lower priority dictations. The Priority you set

determines which dictations have this color-coding. For example, if you set a Priority of 10, dictations with a
priority value of 10 or higher are listed with this color-coding.

Display tooltips
Define for how long a tooltip is displayed when you hover your mouse over a user interface element.
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Shortcuts

Here you can define shortcuts for actions using combinations of keys on your keyboard.

The Keyboard shortcuts list shows the keystroke combinations and actions that have already been assigned as
well as actions that can be assigned shortcuts.

To create a new shortcut, select the action and with the focus in the field below press the keystroke combination
and click Assign.

Fevboard shartcuts

Stop

Faszt Fornward

Fast Rewind

o to previous spoken instiuction

Go o nest spoken ingtruction

Finish dictation

Suzpend dictation

Cloze dictation

Switch between Insert and Owenarite mode “

To agzign a kepstroke to the zelected action, press the shorbout key

carmbination:
Bemove

To delete a shortcut, select the shortcut from the list and click Remove. You can then assign a new key
combination to this action if necessary.

You cannot change the default keyboard shortcuts. For a description of the default keyboard shortcuts, see:
Keyboard shortcuts.

Actions
The following actions can be assigned keyboard shortcuts:

e Activate and deactivate all SpeechExec assigned function keys. When you deactivate the SpeechExec
assigned functions, the default function of the key is re-instated.

e Start and stop recording.

e Start and stop recording a special instruction.
e Start and stop recording a spoken instruction.
e Go to the previous spoken instruction.

e Go to the next spoken instruction.

e Stop the current action.

e Fast forward through the dictation.

e Fast rewind through the dictation.

o Finish the dictation.

e Suspend the dictation.

o Close the dictation.

o Open the next dictation for transcription.

e Start and stop recording of a special instruction.
e Switch between Insert and Overwrite mode.

e Reactive playback: playback starts and lasts for the specified length of time. Different keystrokes can be
assigned for different lengths of time.

e Increase and decrease the level of volume, speed and tone in increments of 10%.
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Visibility
Here you can define what you see when you are working.

The following options are available:

Show Worklist while Recorder/Player is active
Activate this option to show the Worklist module when you are working with the Recorder module. The focus is
on the Recorder module but you can see the Worklist module in the background.

Show Worklist when connecting DPM
Activate this option to automatically open the Worklist module when you connect your DPM to the PC.

Folders

Here you can define the folders that appear in your tree view.

The Folder settings section lists the name and location of all folders in your tree and also the folders which are
currently hidden. Select a folder to view and edit its properties in the Folder properties section below.

Click the New button to create a new folder. Give the folder a name and define the folder properties.

Note: You can only delete folders you have created. To delete a folder, select it in the list and click the Remove
button.

Folder properties

The icon to the right of each field indicates how the property can be edited.

o Type: The type of folder.

¢ Name: The name of the folder.

o Visible: Indicates (Yes/No) if the folder is visible in your tree view.

o Path: The location of the folder.

o Show subfolders: Indicates (Yes/No) if subfolders of this folder will be visible in your tree view.

+ Show all dictations: Indicates (Yes/No) if the contents of the subfolders should be displayed when viewing
the root folder.

Licensing

Here you enter the host name of your license server when using site licenses.

User license server
Activate this option to be able to use the site license server.

Server
Enter the host name of the license server or the IP address of the PC.

For information on licensing, see: Licensing and dongle
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DPM

DPM settings - overview

f? The following DPM settings can be defined:
o Download
e Path

e Program options

Download

Here you can define options for downloading files from your DPM.
The following options are available:

Automatic download
Activate this option to enable files to be downloaded automatically from your DPM. This means that fully
configurable automatic file transfer of dictation files from your DPM to the PC takes place. Depending on your
transfer settings, the preconfigured settings made on the device or in the DPM Configuration dialog box take
precedence when the files from the DPM are transferred to the PC.

If this option is not enabled, no file transfer is initiated; you must transfer files from the DPM manually.

Show download progress on PC
Activate this option to display a progress bar on the PC while files are transferring from the DPM to the PC.

Sound notification when download complete
Activate this option to receive an acoustic notification when the transfer of DPM dictation files to the PC is
finished.

Select sound
Browse for the sound file you want as notification.

Path

Here you can define the path to the drive which has been assigned during the installation of the DPM. The files
are still on the DPM and not on the PC.

Automatic
Activate this option if you want the path for the DPM to be automatically detected.

Manual
Activate this option to select where the DPM files will be saved. This is not recommended and should only be
activated if the program is unable to find the DPM, for example, in a Citrix environment.

Path
This is the location for the DPM files on the PC. The path for the DPM can be assigned manually by typing the
path into the corresponding field or by clicking the Browse button.
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Program options

Here you can define options for working with your DPM.
The following options are available:

Device type
Displays the type of DPM which was last connected to the PC and enables you to select a different type. If the
device is still connected, selecting a different type is not possible.

When a different DPM type is connected, this setting is changed automatically to the DPM which is connected.

Note: This option also enables you to create configuration files for different types of DPMs without having the
device connected to the PC. It is also possible to create one configuration file with all possible settings for all
types of DPM devices. If this file is used for configuring different devices with different functions, only the
supported settings are transferred to the device.

Synchronize DPM time with PC time
Adjusts the time displayed on the DPM with the time of the PC when the DPM is connected to the PC.

Transfer DPM settings automatically when connecting DPM
Automatically retrieves the DPM configuration which is stored on the device when the DPM is connected to
the PC. The settings from the device overrule the device-specific settings in the program.
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Recorder/Player

Recorder/Player settings - overview

@The following Recorder/Player settings can be defined:

Options
Appearance
Playback

Foot Control

Options

Here you can define options for working with the Player module.

The following options are available:

Spoken instructions on

Activate this option to be able to record and work with spoken instructions. All Player module options for
controlling spoken instructions are available, such as menu commands.

The following buttons are also available in the Player module:
E‘Record Spoken Instructions

cE'Previous Spoken Instruction
I’ENext Spoken Instruction

If this option is not activated, working with spoken instructions is not possible.

Special instructions on

Activate this option to be able to record and work with special instructions. All Recorder module options for
controlling special instructions are available, such as menu commands.

The following buttons are also available in the Player module:
%'Record Special instructions

E‘P-Play Special Instructions
%'Delete Special Instruction

If this option is not activated, working with special instructions is not possible.

Use temporary copy when working on dictation

Activate this option to use your LA Temp folder when working on dictations with the state <In progress>.

If this option is not activated, the dictation you are working on is in your -—E'fSuspended folder on the network.

Note: It is recommended that you activate this option in order to avoid any loss of data caused by problems
with the network. The Suspended folder is on the network and creating dictations locally ensures that no
information is lost if problems occur.
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Appearance

Here you can define how the Player module looks.
The following options are available:

Display mode
Select, from the following, how the Player module should be opened:

o Expanded mode: The full Player module window is opened:

peechExec Player - smith003.wav

! File Dictation Instructions Setbings Wiew Help
RN AR S W)
P Position:  00:00:14 Length: 000014 (SN

£ <.
O L e e e e O I O

E | = ke
Flapback.

e Compact mode: The Player module is opened as a small toolbar:
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For more information on these modes refer to the SpeechExec Recorder & Player Online Help.

Always on top
Activate this option to have the Recorder module always displayed on top when it is opened from the Worklist
module. This means that another program, such as Microsoft Word, can have the focus but you can still see
the Recorder module.

Show dictation properties in the Recorder/Player window
Activate this option to be able to view dictation properties in the Player window.

Click the Configure button; the corresponding dialog box lists the dictation properties that can be displayed in
the Player window. Activate the corresponding check box to have that property displayed. The Move Up and
Move Down buttons can be used to reorder the information in the Player window.

The dictation properties information is displayed beneath the control and positioning buttons in the Player
window:
Author Chiig Smith

Kewword:Urgent
Comment:Follov up report

Playback

Here you can define options for playing back dictations.
The following options are available:

Acoustic feedback
Activate this option to be able to hear your recording during fast forward or rewinding (you will not be able to
understand it, but you will be able to notice pauses and differentiate between sections of speech).

Winding speed
Set the speed for rewinding and fast forwarding through your recordings.

Auto-backspace
Activate this option and specify the number of seconds to rewind a sound file when restarting playback.
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Foot Control

Here you can define options for working with your Foot Control.
The following options are available:

Hands-free dictation mode
Activate this option to use the Foot Control for recording dictations.

Serial port (COM)
Select the port where the Foot Control is connected.
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Dictation Properties

Dictation Properties - overview

The Dictation Properties dialog box lists all properties relating to the selected dictation on the following tabs:

Dictation tab
File tab
Audio tab

Properties can be defined when creating a dictation and, if necessary, edited at various stages of the workflow.
Each property is displayed as a column in the dictation list.

Default properties can be defined in your user preferences. This way you ensure that many of the property fields
are automatically filled in by SpeechExec when you create a new dictation.

How you edit dictation properties depends on the type. Some properties can be selected from a menu or a
calendar, or you must type the information in to the field. For information on the different types of property, see:
Types of properties.

You can use the Copy button to copy the dictation properties of the selected dictation to another program.

Displaying the dialog box
To display the Dictation Properties dialog box, select a dictation in your dictation list and do one of the following:

e Go to the Edit menu and select Dictation Properties.

e Click @on the toolbar.
¢ Right-click the dictation in the Worklist and select Dictation Properties.

Displaying properties

You can define which properties should be applied to dictations. In the Dictation Properties dialog box click

@ . In the corresponding dialog box activate a check box to add the dictation property and deactivate a check
box remove the dictation property. Click OK to accept the changes and close the dialog box. The selected
properties are displayed in the Dictation Properties dialog box.

Dictation tab

This tab of the Dictation Properties dialog box contains information about the dictation. The following default
dictation properties are available:

¢ Notification: When notification is to be sent at which phase and state change, for example, when the phase
becomes <Transcription finished>. You can select more than one option here.

o Attach file to notification: Indicates if files (dictation files or documents) should be attached to the notification
when transcription is finished.

o Email address for notification: The author's email address, notifications are sent to this address.
e Author: The name of the person who created the dictation. For DPM files, this is the Keyword 1 definition.

e Revision author: The name of the person who works on the dictation file and closes the file, with the
Suspend or Finish buttons in the Recorder module, but did not create the dictation.

o Title: Descriptive text for the dictation.
o Keyword: Text which can be used as a search string in a workflow environment.
¢ Comment: Additional information on the dictation, such as instructions for transcription.

e Priority: Indicates the priority setting of the dictation file. The default range is 0 - 15, with 0 being the lowest
priority and 15 the highest.

Note: If the dictation file is a DPM file, the priority values are either O (no priority) or 8 (priority).

o Keyword 1-5 (DPM): Content strings of the Keywords on the DPM. The program is delivered with the
following SpeechExec dictation properties associated with DPM Keywords:

Keyword 1 - Author

Keyword 2 - Keyword (SpeechExec)

Keyword 3 - Comment

Keyword 4 - Title

Keyword 5 - No SpeechExec dictation property is associated with this Keyword.
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e Label 1-2 (DPM): The user-defined label strings which were entered on the DPM.
e Barcode: The barcode string of the corresponding dictation file.

e Instruction length: The length of the instruction file in HH:MM:SS.

o Dictation length: The length of the dictation file in HH:MM:SS.

e Created: The date and time when the dictation file was created in YYYY/MM/DD HH:MM:SS (year/month/day
hours:minutes:seconds; this is not the time the dictation file was first saved).

o Last modified: The date and time of the last changes to the dictation file in YYYY/MM/DD HH:MM:SS.
¢ Phase and State: The phase and state the dictation is currently in.

e Last user: The name of the user who has worked on the dictation most recently (this can be either an author
or a transcriptionist). If a dictation is suspended, only this user can reopen the dictation and continue working.

o Encrypted: Indicates (Yes/No) if the file is encrypted, this icon is displayed in your dictation list: ™. Before
playback can start, the file must be decrypted into a local temporary folder.

o Email/FTP: The method the dictation is delivered for transcription. Indicates if the file contains email
information, this icon is displayed in your dictation list: Eor if the file contains FTP information, this icon is
displayed in your dictation list: @ Click the icon to view this information.

e Locked: Indicates (Yes/No) if a dictation is currently being worked on by a user, this icon is displayed in

your dictation list: [ﬁ For example, if the phase and state is <Dictation in progress> or <Transcription in
progress>.

¢ Instruction file: Indicates (Yes/No) if the author has recorded a special instruction for the corresponding
dictation. This icon is displayed in your dictation list: =

o Dictation name: The name of the dictation file.

File tab

This tab of the Dictation Properties dialog box contains information on the properties of the dictation file; this
information is provided by the file system.

The following file properties are available:
o File attributes: The attributes of the file, for example, archive, read-only, hidden.
o File size (bytes): The length in bytes of the dictation file.

e Creation time: The date and time when the dictation file was created in DD.MM.YYYY HH:MM:SS
(day.month.year hours:minutes:seconds). This is not the time the dictation file was first saved.

o Last access time: The date and time of the last time the dictation file was opened in DD.MM.YYYY
HH:MM:SS.

o Last write time:The date and time of the last changes to the dictation file in DD.MM.YYYY HH:MM:SS.

Note: These properties are read-only.

Audio tab

This tab of the Dictation Properties dialog box describes the audio format of the dictation file. If the file is
converted some properties will be changed.

Note: It is identical to the WAVEFORMATEX structure (Waveform-audio data) of Microsoft Windows which
defines the audio format used for sound files. These properties may not fully describe dictation files of other audio
formats.

The following audio format properties are available:
e Format name: The name of the audio format. For example, Philips CELP.
o Format tag: The type of audio format. This is an integer value, for example, 288 for Philips CELP.

e Average bytes/sec: The required average rate of data transfer, in bytes per second. This can be, for
example, calculated per the specification of the format. Philips CELP, which has an average per second of
2400, produces 2400 bytes per second. This is necessary to calculate the size of the file from the given audio
length.
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e Bits/sample: The bits per sample for the Format tag. For example, 8 or 16.
e Block align: The minimum atomic unit (in bytes) of data for the Format tag.
e Channels: The number of channels in the audio data. For example, one for mono.

o Extra bytes: The size, in bytes, additionally required to specify the format (the additional size in bytes of the
wave structure).

o Samples/sec: The sample rate in samples per second (hertz) that each channel should be played or
recorded. For example, 8.0 kHz, 11.025 kHz, 22.05 kHz or 44.1 kHz.
The sample rate is the number of samples of a sound that are taken per second to represent the event
digitally. The more samples taken per second, the more accurate the digital representation of the sound can
be. For example, Philips CELP: 16.000.

Note: These properties are read-only.

Types of dictation properties

All information relevant to SpeechExec dictations is stored in the form of properties. Each property has a field
name and belongs to one of several types (see below). These fields can contain read-only information, which
cannot be altered, and properties which can be changed by you.

Mandatory fields

!
An exclamation mark to the left of a property means that it is mandatory and a value must be filled in.

Field types

All properties which can be edited have an icon to the right of the field.

Text entry field — information consisting of letters and numbers.
For example, a note to the transcriptionist.

Value range field - information consisting of numbers only.
For example, a priority level.

=

Single selection list - information appears as a drop-down list; only one selection is possible.
For example, Yes/No indication.

Multiple selection list - information appears as a drop-down list; more than one selection is possible.
For example, Notification.
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DPM

DPM - overview

You can create dictations on a DPM (Digital Pocket Memo) and then download these dictations into the
SpeechExec workflow, see: DPM File Download dialog box.

SpeechExec assists you in configuring the DPM (Digital Pocket Memo) for your everyday work, see: DPM
Configuration - overview.

For novice users SpeechExec provides a wizard to help in configuring the DPM according to your preferences.
The wizard takes you through the configuration process with detailed information about each step, see: DPM
Wizard - overview.

DPM File Download dialog box

The DPM File Download dialog box is displayed when you connect your DPM to the PC (depending on the your
download settings). Dictations saved on the DPM are listed. These dictations can be downloaded into the
SpeechExec workflow.

For information on Configuring your DPM, see: DPM Configuration - overview.
If you are a novice DPM user and need assistance to configure your DPM, see: DPM Wizard - overview.
For information on downloading DPM files, see: Downloading DPM files.

Select the dictations to be downloaded and click the Download button. The dictations are saved to the
appropriate folder. For example, dictations with the <Transcription pending> state are located in your Finished
folder and dictations with the <Recording suspended> state are located in your Suspended folder.

Right-click menu
When you right-click a file below Available files the following menu commands are available:

Select All for Download
Selects all the dictations listed.

Deselect All for Download
Deselects all the dictations listed.

Toggle All for Download
Removes the check mark from selected dictations and selects dictations which were not selected. The
download status of all dictations in the list is changed.

Download Selection
Marks the selected dictation for download.

Undo Selection for Download
Removes the check mark from the selected dictation.

Toggle Selection for Download
Removes the check mark from the selected dictation or, if the dictation was not selected, selects it.

Note: You can use the CTRL and SHIFT keys to select more than one dictation.

Playback

You can play back the files on your DPM before downloading them.

i

Click this button to play back the selected dictation. Click the button again to stop playback.

4= Click this button to play back the special instruction associated with the selected dictation. Click the button
again to stop playback.
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DPM Configuration

DPM Configuration - overview

L]
Click Oﬁjon the toolbar or go to the DPM menu and select DPM Configuration.

The DPM Configuration dialog box enables you to configure the DPM (Digital Pocket Memo) according to your
individual preferences for everyday work. You can make specific settings for the device itself and have full control
over the file transfer between the DPM and the PC.

The following settings can be made:

e General: Provides options and settings for the behavior of the DPM. For example, to turn the device beep on
and off, to choose the time format, to select the preferred DPM display appearance etc.

e Advanced: Provides advanced options and settings for the behavior of the DPM. For example, to set the
number of additional user-defined labels on the DPM, to specify a mandatory user input option, etc.

o Keyword Definition: Enables the creation of up to 5 Keywords with strings for their usage and contents; the
number of supported Keywords depends on the type of DPM device.

o Protection: Prevents users from changing the device configuration on the device.
e Download Settings: Enables users to make settings for the file transfer from the DPM to the PC.

o Keyword Options: Enables users to make the setting for linking sets of Keywords and/or scanning barcode
information into keywords. For DPM 9450 this page enables to define the input options for the available
Keywords.

When you open another page the settings you have already made are remembered and all settings are saved
when you click OK.

For information on working with DPM files, see: Downloading DPM files

General (DPM Configuration)

The General page of the DPM Configuration dialog box provides various options for setting the behavior of the
DPM. These options are:

Recording format
This setting defines whether files on the DPM will be created using the SP (Standard Play) or the LPm (Long
Play mobile) recording format.

Appearance
This setting defines the screen layout of the DPM display. The Standard display option uses larger symbols.
The Advanced display option uses smaller symbols and shows more detailed information about the current
dictation; this is the default option with which the DPM is delivered.

Note: This setting is not available for DPM 9220.

Microphone sensitivity
This setting defines the audio input level for the DPM's built-in microphone.

File name
This setting defines how the file names of DPM recordings are created. The Keyword 1 option creates a file
name based on the predefined Keyword 1. The Prefix option enables you to define a prefix string with up to 4
characters.

Example: File name creation with Keyword 1

Keyword 1 is Author (as defined in the Keyword 1 usage; see: Keyword Definition tab). The entries for the
keyword usage, this means the defined content strings, are a selection of author's names: Jones, Singh,
Watson.

Author Watson selects the respective author name on the DPM. The DPM generates this file name:
Wats001.dss

Example: File name creation with prefix string
Author Watson defines the prefix string Memo. The DPM generates this file name: Memo001.dss

Note: If a number was specified for the creation of the next dictation file (see below), this number is used. If
the dictation file has instructions recorded for it, this is indicated in the file name in the following way:
Wats001i.dss.
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Dictation number
This setting defines the numbering sequence for dictation sound files recorded on the DPM.
The Continue existing sequence option leaves the current numbering sequence on the DPM unchanged.
The Start new sequence option enables you to define a new numbering sequence. The number which is
entered in the field will be used for the next file recorded on the DPM. This resets the counter not only for the
next file but also for all subsequent files.

AM/PM time format
This setting defines that the time is displayed in the 12-hour time format with AM/PM symbols on the DPM.
Otherwise, the time is displayed in the standard 24-hour format.

Note: The date is always displayed in the YYYY-MM-DD format.

Special instructions / Spoken instructions / Index
Depending on the DPM which is connected, this setting defines that the DL/VC button on the DPM records a
special instruction or a spoken instruction or sets an Index marker when it is pressed during recording. This is
the DL/Index button on the DPM 9360 and the DL/S.INSTR. button on the DPM 9400.

Note: The functionality for recording spoken instructions is only available with DPM 9400, DPM 9450, Philips
9750 and Philips 9850. For more information about recording spoken instructions with these devices, refer to
their User Manuals.

Note: Pressing the DL button on the DPM when the device is connected to the PC starts transferring the files
from the DPM to the PC.

Note: If you press the button for less than 300 ms (milliseconds) no spoken instruction is created. If you press
the button for less than 500 ms, a spoken instruction with zero length is created; this means that an Index
marker is set.

Device beep
This setting defines that the DPM beeps when specific operations take place.

Voice-activated recording
This setting defines that the voice-activated recording mode is used.
Voice-activated recording mode is a convenient feature for hands-free dictation. When voice-activated
recording is enabled, the DPM is in Record Standby; recording will start automatically when the input level
exceeds a certain threshold (this is usually when the author starts speaking). Recording stops automatically a
few seconds after the author stops speaking and restarts automatically when the author starts speaking again.

Record into one file only
This setting defines that only one dictation sound file is created.
Activating this option changes the behavior of the DPM. Any recording you make is stored in a single file,
instead of separate files for different subjects; this behavior is similar to recording on a tape with an analog
device.

Record notification beep
This setting defines that the DPM beeps when recording is possible.
Activating this option means that you must wait until you hear a beep before you start recording; this behavior
is similar to the behavior of standard voice mail machines.

Advanced
The Advanced page of the DPM Configuration dialog box provides various enhanced options for setting the
behavior of the DPM. These options are:

Additional user-defined labels
Set the counter to enable DPM users to enter 0, 1 or 2 additional user-defined labels on the DPM. If the
counter is set to 0, the feature is disabled.

Note: This feature is not available with DPM 9220.

Recording time
Select the Used time option to have the used-up recording time displayed on the DPM. Select the Remaining
time option to have the remaining recording time displayed on the DPM. The recording time is only available if
the Advanced display option is enabled, see: General (DPM Configuration).

Note: This feature is not available with DPM 9220.
Select which type of mandatory information DPM users have to provide when making recordings.

None: Disables the mandatory user input feature.
Keyword: All required predefined Keywords must be selected when a new recording is started.
Special instruction: A special instruction must be recorded when a new recording is started.
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User-defined label: The specified number of user-defined labels must be entered when a new recording is
started.

For more information about assigning Keywords, recording special instructions and entering user-defined
labels, refer to the User Manual delivered with the device.

Note: The mandatory user input feature is only available with DPM 9400 and DPM 9450.

Enable/disable DPM buttons
Enable or disable various buttons on the DPM. The check mark next to a button name indicates that the
button is currently enabled on the DPM.

L button (DPM 9220, DPM 9250 and DPM 9360 only):
EOL/P button (DPM 9400 and DPM 9450): If this option is disabled (no check mark), authors cannot assign
the EOL (End-of-Letter) or Priority indication to their dictations.

INS/OVR button: If this option is disabled, authors cannot switch between Insert mode and Overwrite mode
when recording their dictations on the DPM.

DEL button: If this option is disabled, authors cannot perform any delete operations on the DPM.

Keyword Definition

The definition of DPM Keywords enables authors to personalize their dictations via these predefined Keywords.
The Keywords are a combination of a usage string and several content strings. This information is transferred to
the DPM where the predefined Keywords become available to the authors.

The authors can select from the predefined entries and assign them to their dictations. These entries are saved
together with the dictation. They can, for example, be used by the transcriptionist for filtering the dictations.

The DPM Download/Configuration program is delivered with the following default Keywords defined:

o Keyword 1
Usage string: Author
Content string: DPM

Note: DPM 9250 and DPM 9350 enable you to define and assign two Keywords for every dictation file. DPM
9400, DPM 9450, Philips 9750 and Philips 9850 enable you to define up to five Keywords. For DPM 9220 and
DPM 9360, only one predefined Keyword is available which cannot be changed. The predefined usage string for
the predefined DPM 9220 and DPM 9360 Keyword is Folder, the predefined content strings are Folder 1 to Folder
10.
Defining DPM Keywords
The definition of a DPM Keyword involves the following steps:
1. Definition of a Usage string. The maximum number of characters for each usage entry is 15.

For example, the usage for Keyword 2 can be Subject, the usage for Keyword 3 Action.

2. Definition of Content strings. Each Keyword usage can have up to 20 content entries; the maximum number
of characters for each content entry is 15.

For example, the content entries for the Keyword 2 usage (Subject) can be a selection of possible subject
areas: Radiology, Surgery, etc. The content entries for the Keyword 3 usage (Action) can be a selection of
possible follow up actions: None, Refer, etc.

This information is transferred to the DPM where the author selects the subject name and action for each
dictation.
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Using the keyboard for moving between Keyword entries
You can use the keys on your keyboard for moving between Keyword entries in the following way:

e Arrow keys: use the arrow keys to move up, down, right or left between entries. Moving between entries with
the help of the arrow keys, highlights the entry. In order to start editing the entry, press the ENTER key.

o ENTER key: use this key to move from one Keyword entry to the next in a horizontal direction (left to right).
For example, when you type a usage string for Keyword 1 and press ENTER, you automatically move to the
usage field of Keyword 2. When typing the first content string for Keyword 1 and pressing ENTER, you
automatically move to the first content field of Keyword 2.

Transfer button

Click this button to transfer the Keyword definitions immediately to DPM device which is connected. Other DPM
settings you have made in the DPM Configuration dialog box are not transferred to the device with this action.

Keyword Options (general)

The Keyword Options page of the DPM Configuration dialog box enables users to make settings for linking
sets of Keywords and scanning barcode information into keywords.

Note: For information on Keyword input options using DPM 9450, see: Keyword Options (DPM 9450).

Barcode into Keywords

This setting enables you to scan barcode information into Keyword fields when using the DPM in combination with
the DPM Barcode Scanner Module LFH 9284.

The Barcode into Keywords setting is a mandatory setting. This means that when users create a new dictation
file on the DPM and have the Barcode Module attached, they must scan in the barcode information before they
can start to record the dictation. If no Barcode Module is attached to the DPM, the setting will be ignored.

For more information on the DPM Barcode Scanner Module LFH 9284, refer to the documentation delivered with
the product.

Note: If you enable this setting, you will be prompted for barcode information for all Keywords you have defined
on the Keyword Definition tab. For example, if you are using DPM 9400, DPM 9450, Philips 9750 or Philips 9850
and only want to scan barcode information for Keyword 1, Keyword 2 and Keyword 3, do not define usage or
content strings for Keyword 4 or Keyword 5.

Linked Keywords

The Linked Keywords setting enables you to transfer sets of Keyword strings to the DPM. These sets can then
be selected on the DPM and assigned to a dictation file. A Keyword set is the sum of all content definitions in the
same row. The name of the Keyword set is taken from the usage definition of Keyword 1; this name is also
displayed on the DPM. The usage definitions of any other Keywords are ignored.

Example

The usage definition of Keyword 1 is patient; the content definitions of the Keyword 1 column are patient names,
the content definitions of the Keyword 2 column are the patient IDs. A Keyword set thus combines a patient name
with the patient ID:

Keyword set 1 = Peter, 123
Keyword set 2 = Steve, 456
Keyword set 3 = Patricia, 789

By selecting a Keyword set on the DPM, the user assigns all the included information to the dictation files and
does not have to make multiple Keyword assignments.

Note: The Linked Keywords setting and the Barcode into Keywords setting do not overrule each other. If the
DPM has been configured with both settings, users will have to scan in the barcode information first (mandatory
setting). To overwrite the barcode information with a Keyword set, they can enter the Keyword menu manually on
the DPM and change the assignment.

Note: The Linked Keywords setting and the Barcode into Keywords setting are not available with DPM 9220.
The Barcode into Keywords setting is not available with DPM 9750.

Keyword Options (DPM 9450)

The Keyword Options page of the DPM Configuration dialog box enables you to define input options for
Keywords. Unlike other DPM versions, when you are using the DPM 9450 you can make different settings for
individual Keywords.
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Note: For information on Keyword input options for other DPM versions, see: Keyword Options (general).

You can assign the Keywords for the input options listed below. Activate the check boxes of those Keywords you
want to set the selected input option for. If you do not want to set an input option make sure all check boxes are
deactivated.

Mandatory input
This setting defines the Keyword selection as mandatory. This means that you have to provide the required
Keyword input before you can start recording.

Barcode scanning into
This setting enables you to scan barcode information into Keyword fields when using the DPM in combination
with the DPM Barcode Scanner Module LFH 9284.You have to provide the required input via barcode
scanning; the DPM automatically displays the barcode scanning screen.

For more information on the DPM Barcode Scanner Module LFH 9284, refer to the documentation delivered
with the product.

Note: If you enable barcode scanning into Keywords, the Linked Keywords option is not available.

Type of voice command
This settings defines how you input voice commands.

Keyword: Enables you to use phrases for existing Keyword definitions. The maximum number of Keywords
you can set is two.

Alphanumeric: Enables you to spell out individual letters, numbers and some special characters.

For information on using voice commands to assign Keywords, refer to the documentation delivered with the
device.

Voice command into
This setting enables you to assign Keywords using voice commands.

Note: If you enable voice commands into Keywords, the Linked Keywords option is not available.

Note: The Barcode scanning into and the Voice command into selections are mutually exclusive. For
example, if you have enabled Keyword 2 in the Barcode scanning into field, Keyword 2 is not listed in the
Keyword Input: Voice Commands dialog box.

Linked Keywords
This setting enables you to transfer sets of Keyword strings to the DPM. These sets can then be selected on
the DPM and assigned to a dictation file. A Keyword set is the sum of all content definitions in the same row.
The name of the Keyword set is taken from the usage definition of Keyword 1; this name is also displayed on
the DPM. The usage definitions of any other Keywords are ignored. See the "Keyword Options (general)" topic
for an example of linked Keywords.

Note: If you select the Linked Keywords check box, scanning barcode information into Keywords and using
voice commands is not possible; the Select buttons for these input options are not available.

Download Settings

The Download Settings page of the DPM Configuration dialog box provides various options for device-specific
settings for the file transfer between the DPM and the PC. The following options for defining the Download mode
and the Download file type are available:

Download mode

After connecting
Starts the file transfer automatically when the DPM is connected to the PC.

After pressing DL/VC button
Starts the file transfer when the DL/VC button on the DPM is pressed.

Note: On DPM 9350 this is the DL button. On DPM 9400 this is the DL/S button. On DPM 9450 this is the
DL/VC button. On Philips 9750 and Philips 9850 this is the DOWNLOAD button.
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Download file type

All files
Downloads all files from the DPM to the PC. This is the default setting.

EOL files
Downloads all files with the EOL indication.

File selection
Displays the File Selection for Download dialog box which lists all files on the DPM. This dialog box enables
you to select individual files for the file download.

Files with Keyword 1
Downloads all files with a specific Keyword assignment. This assignment matches the defined content string
for Keyword 1 which can be typed into the field.

For more information about defining DPM Keywords, see: Keyword Definition
Delete files on the DPM after download is finished
Deletes the downloaded dictation files on the DPM after they have been transferred to the PC.

Protection

Enabling the following option protects the DPM configuration:

Protect device configuration
This means that the settings for the DPM which have been made with the SpeechExec Pro Dictate program
cannot be changed by users when they are working with the DPM.

If the device protection is enabled, the following DPM menu entries cannot be accessed and changed:
e The menu entry for setting the date and time.

e The menu entry for setting the Standard Play or Long Play mobile recording format.

e The menu entry for enabling and disabling the device beep.

e The menu entry for setting the microphone sensitivity.

e The menu entry for enabling and disabling voice-activated recording.

e The menu entry for enabling and disabling the backlit display function.

e The menu entry for changing the contrast setting.

e The menu entry for showing and hiding the remaining time.

e The menu entry for reformatting the memory card.

Allowed characters

The following characters and symbols can be used for defining Keyword entries (usage and content):

A B Cc D E F G H | J
a b c d e f g h i j
K L M N o P Q R S T
k | m n o P q r s t
u \" w X Y z

u v w X y z

0 1 2 3 4 5 6 7 8 9
- _ / # * + @ & ) c
a a e é é ) 6 0 R

A (o] U A A

a o U a *®
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DPM Wizard

DPM Configuration Wizard - overview

Click % on the toolbar or go to the DPM menu and select DPM Wizard.
The DPM Configuration Wizard assists novice users to configure the DPM. This wizard has the following pages:

¢ Download Mode and File Type: On this page, the mode for transferring files from the DPM to the PC is set.
Users also define what type of files are transferred.

o Recording Time: On this page, the DPM is set to either display the used-up recording time or the remaining
recording time.

o Keyword Definition: On this page, users specify the Keywords for the DPM.
¢ DPM Buttons: On this page, various DPM buttons can be enabled and disabled.
o Settings for DPM: On this page, device-specific settings are made.

e Protection: On this page, users can specify that the DPM configuration will be set to read-only and cannot be
changed on the device.

e Appearance: On this page, users define the screen layout of the DPM display they prefer for working with the
DPM.

¢ Recording Format and Microphone Sensitivity: On this page, users define the audio format for recording
dictations on the DPM. They also set the sensitivity level for audio input via the built-in microphone.

o DPM File Names: On this page, users define how the file names of DPM recordings are generated.

e Finish: On this page, users decide whether to transfer the settings they have just made to the DPM. If they
click Cancel, the settings are not transferred.

For information on working with DPM files, see: Downloading DPM files

DPM Wizard: Download Mode and File Type

On this page, you set the mode for transferring files from the DPM to the PC. You also define what type of files
are transferred. Additionally, you can set whether files on the DPM should be deleted from the device once they
have been downloaded.

Download mode

e After connecting: The file transfer from the DPM to the PC is started automatically when you connect your
DPM to the PC.

o After pressing DL/VC button: The file transfer from the DPM to the PC is started when you press the DL/VC
button on the DPM.

Note: On DPM 9350 this is the DL button. On DPM 9400 this is the DL/S.INSTR. button. On DPM 9450 this
is the DL/VC button. On Philips 9750 and Philips 9850, this is the DOWNLOAD button.

Download file type
o Allfiles: All files on the DPM are transferred to the PC.
o EOL files: Only files with the EOL indication are transferred from the DPM to the PC.

* File selection: Displays the File Selection for Download dialog box. This dialog box lists all files on the
DPM. Only the files you select in this dialog box are transferred from the DPM to the PC.

o Files with Keyword 1: Downloads all files with a specific Keyword assignment. This assignment matches the
defined content string for Keyword 1 which can be typed into the field.

For more information about defining DPM Keywords, see: Keyword Definition
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Deleting files

Delete files on the DPM after download is finished
Deletes the downloaded dictation files on the DPM after they have been transferred to the PC.

Note: These settings are only used if the option for automatically downloading files has been enabled on the
Download page of the General Settings dialog box.

DPM Wizard: Recording Time

On this page, you define the type of recording time to be displayed on the DPM. You can choose to display the
remaining recording time or the used-up recording time.

=} 5P 11:57
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e Used time: This setting displays in HH:MM:SS the amount of time already recorded on the memory card.

¢ Remaining time: This setting displays in -HH:MM:SS the amount of time left for recording on the memory
card.

The minus symbol is used to distinguish between used time and remaining time.

Note: The recording time is only displayed on the DPM if you have also chosen the Advanced display option,
see: DPM Wizard: Appearance. The displayed time value also depends on the Standard Play or Long Play mobile
setting, see: DPM Wizard: Recording Mode and Microphone Sensitivity.

Note: This feature is not available with DPM 9220.

DPM Wizard: Keyword Definition

On this page, you specify the Keywords which can be selected on the DPM. Keywords enable authors to
personalize their dictations via selecting their personal Keyword on the DPM.

Keywords can also be used for workflow purposes and as the destination path if the automatic download
functionality is enabled.

The DPM Download/Configuration program is delivered with the following default Keywords defined:

o Keyword 1
Usage string: Author
Content string: DPM

Example: Defining usage strings, each with 3 content strings, for Keyword 2 and Keyword 3

1. For the Usage of Keyword 2, type: Subject

2. For the Content of Keyword 2, type (use a separate row for each entry): Radiology, Surgery, Patient
3. For the Usage of Keyword 3, type: Action

4. For the Content of Keyword 3, type (use a separate row for each entry): None, Immediate, Refer

The maximum number of characters for each usage and content entry is 15. Each Keyword can have 1 usage
entry and 20 content entries.

This information is transferred to the DPM where the author selects the subject names and actions for each
dictation.

Note: DPM 9250 and DPM 9350 enable you to define and assign two Keywords for every dictation file. DPM
9400, DPM 9450, Philips 9750 and Philips 9850 enable to define up to five Keywords. For DPM 9220 and DPM
9360 only one predefined Keyword is available which cannot be changed. The predefined usage string for the
predefined DPM 9220 and DPM 9360 Keyword is Folder, the predefined content strings are Folder 1 to Folder 10.
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DPM Wi izard: DPM Buttons

On this page, you can enable and disable various buttons on the DPM. The check mark next to a button name
indicates that the button is currently enabled on the DPM.

e EOL button (DPM 9220 and DPM 9360 only)
EOL/P button: If this option is disabled (no check mark), authors cannot assign the EOL (End-of-Letter) or
Priority indication to their dictations.

e INS/OVR button: If this option is disabled, authors cannot switch between Insert mode and Overwrite mode
when recording their dictations on the DPM.

o DEL button: If this option is disabled, authors cannot perform any delete operations on the DPM.

DPM Wizard: Settings for DPM

On this page, you make device-specific settings for the DPM. To make a setting for the DPM, activate the check
box next to it.

AM/PM time format
The DPM uses the AM/PM time format setting: AM 11:57

Special instructions / Spoken instructions /Index
Depending on the DPM which is connected, this setting defines that the DL/VC button on the DPM records a
special instruction or an Index or a spoken instruction when it is pressed during recording. This is the DL/Index
button on the DPM 9360 and the DL/S.INSTR. button on the DPM 9400.Pressing the DL/S button (DPM 9400)
or DL/VC button (DPM 9450) during dictation creates an instruction file for the current dictation file.

Note: The functionality for recording spoken instructions is only available with DPM 9400, DPM 9450, Philips
9750 and Philips 9850. For more information about recording special instructions with these devices, refer to
their User Manuals.

When the DPM is connected to the PC and you press this button, the file transfer from the DPM to the PC is
started.

Device beep
This setting defines that the DPM beeps when specific operations take place. For example, when playing back
a dictation and the end of the file is reached. If the setting is not activated, the DPM is muted except for
warnings.

Voice-activated recording
Voice-activated recording mode is a convenient feature for hands-free dictation. When voice-activated
recording is enabled, the DPM is in Record Standby mode; recording will start automatically when the input
level exceeds a certain threshold (this is usually when the author starts dictating). Recording stops
automatically a few seconds after the author stops speaking and restarts automatically when the author starts
speaking again.

Record into one file only
This setting defines that only one dictation sound file is created.
Activating this option changes the behavior of the DPM. Any recording you make is stored in a single file,
instead of separate files for different subjects; this behavior is similar to recording on a tape with an analog
device.

Record notification beep
This setting defines that the DPM beeps when recording is possible.
Activating this option means that you must wait until you hear a beep before you start recording; this behavior
is similar to the behavior of standard voice mail machines.
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DPM Wizard: Protection

On this page, you specify that the DPM configuration is set to read-only and cannot be changed on the device.

To enable the function for protecting the device configuration, activate the check box. The following DPM menu
entries cannot be accessed and changed:

e The menu entry for setting the date and time.

e The menu entry for setting the Standard Play or Long Play mobile recording format.
e The menu entry for enabling and disabling the device beep.

e The menu entry for setting the microphone sensitivity.

e The menu entry for enabling and disabling voice-activated recording.

e The menu entry for enabling and disabling the backlit display function.

e The menu entry for changing the contrast setting.

e The menu entry for showing and hiding the remaining time.

e The menu entry for reformatting the memory card.

DPM Wizard: Appearance

On this page, you define the screen layout of the DPM display.
o Standard display: The DPM display uses larger symbols. No status indication bar is displayed.

11:57
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e Advanced display: The DPM display uses smaller symbols. Additionally, the status indication bar is
displayed. The status indication bar provides visual feedback when a dictation, for example, is recorded or
played back. The advanced display option shows more detailed information about the current dictation. This is
also the default option with which the DPM is delivered.
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DPM Wizard: Recording Format and Microphone Sensitivity

On this page, you define what audio format is used for recording dictations on the DPM. You also set the
sensitivity level for the audio input via the built-in microphone.

Recording Format

e SP Standard Play (13.7 kbit/s): This recording format provides excellent audio quality. It is recommended
when the dictation sound files are used, for example, for speech recognition.

With this format, about 312 minutes of recording time are available on a 32 MB memory card.
e LPm Long Play mobile (9.1 kbit/s): This recording format provides good audio quality.

With this format, about 468 minutes of recording time are available on a 32 MB memory card.

Microphone sensitivity
e Low: This setting is recommended when recording dictations in a noisy environment.
e Medium: This is the default setting and recommended when recording dictations in a normal environment.

e High: This setting is recommended when, for example, recording at a conference.
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DPM Wizard: DPM File Names
On this page, you define how the file names of DPM recordings are generated.

File name
This setting defines how DPM file names are created.
o Keyword 1: The file name creation is based on the predefined Keyword 1.

Example

Keyword 1 is Author (this is what has been defined as the Keyword 1 usage; see: Keyword Definition). The
entries for the keyword usage are a selection of author's names: Jones, Singh, Watson.

Author Watson selects the respective author name on the DPM. The DPM generates this file name:
Wats001.dss; the first four characters of the author name are used for the file name.

o Prefix: The file name creation is based on the predefined prefix string. The prefix string may not have more
than 4 characters.

Example
Author Watson defines the prefix string Memo. The DPM generates this file name: Memo001.dss

Dictation number
This setting defines the numbering sequence for dictation sound files on the DPM.
e Continue existing sequence: The current numbering sequence on the DPM remains unchanged.

Example

Author Watson selects this option to continue the current numbering sequence. There are already 15 files on
the DPM, therefore the DPM continues the file numbering as follows: Wats016.dss, Wats017.dss,
Wats018.dss, Wats019.dss and so on.

e Start new sequence: The number which is entered in the field will be used for creating a new numbering
sequence after the settings have been transferred to the DPM. This means that the next new file, and from
that point on all subsequent files, will use the new numbering sequence.

Example

Author Watson selects this option to create a new numbering sequence and types the following number into
the field: 100

The DPM generates file numbers as follows: Wats100.dss, Wats101.dss, Wats102.dss, Wats103.dss and so
on.

DPM Wizard: Completed

On this page, you transfer the settings you have just made to the DPM by clicking the Finish button.

If you click Finish, the DPM Configuration Wizard asks you to confirm that the settings are to be transferred to the
DPM.

If you click Cancel, the DPM Configuration Wizard is closed without transferring the settings to the device; the
changes are discarded.
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Filters

Filters - overview
You can filter your dictation list to display only specific information.
Defining a filter

Go to the View menu and select Filters or click Eon the toolbar. The Filters dialog box is displayed, here you
can define a filter.

Applying a filter

Go to the View menu and select Apply Filter or click 'F on the toolbar. Only dictations which fulfill the last filter
criteria are listed.

Click ¥ on the toolbar again to return to the unfiltered list.

Filters dialog box

The Filters dialog box enables you to define certain criteria for displaying only specific information in your
dictation list. These criteria are also referred to as filter conditions.

To display the Filters dialog box, go to the View menu and select Filters or click &l on the toolbar.

Buttons

The Filters dialog box has the following buttons:

New

Creates a new row for defining a filter condition.
Remove

Deletes the selected filter condition.
Clear

Deletes all filter conditions.
Load

Loads a saved filter file (.fil file extension).
Save

Saves the current filter conditions to a filter file.
Apply

Applies the current filter conditions to your Worklist.

Close
Closes the Filters dialog box.

Filter conditions
A filter condition is made up of three parts: a column name, an operator and a value.

Column name
This is a list of all available column headings, e.g. Locked

Operator
This operator compares the column name and the value. There are the following operators, click an operator
to view its definition and an example:

= < = <= »= <> LIKE WNOTLIKE CONTAINS S5TARTS WITH
Value

This is where you define the specific information of the filter. For example an author's name or the name of a
workflow phase.
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Note: The Filter dialog box does not recognize the dictation state names. To filter for a state name enter the
following number in the Value column:

<recording in progress> - 0
<recording suspended> - 1
<transcription pending> - 2,
<transcription in progress> - 3
<transcription suspended> - 4
<transcription finished> - 5

Logical operators
To combine filter conditions, you can select the following logical operators:

AND
This means that the displayed filter results fulfill all specified filter conditions. Click here for an example.

OR
This means that the displayed filter results fulfill at least one of the specified filter conditions. Click here for an

example.

Defining custom filters

To define a custom filter, do the following:
1. Click New.

2. Select the Column name property and the Operator comparison algorithm, and type the specific information
you are looking for into the Value column.

Example
Column name - select: Revision author
Operator - select: LIKE
Value - type: zela*
(click here to see a screenshot)

3. Click Apply to filter the list accordingly.

Note: If you use the LIKE operator, you have to use the asterisk character (*) as a placeholder in combination
with your search term.

Example
Author LIKE *zela
Result: Any author names ending with zela.

Author LIKE zela*
Result: Any author names starting with zela.

Author LIKE *zela*
Result: Any author names with zela in them.

Defining multiple filter conditions

Every time you click the New button, a new row is added to the list for defining a filter condition. By specifying the
type of Logical operator you define how these filter conditions relate to each other.

Example
Condition 1: Revision author LIKE zela*
Condition 2: Author LIKE zela*
Condition 3: Created >= 5/25
Logical operator: AND
(click here to see a screenshot)

Result
When you click the Apply button, the list only displays dictations created by or for any authors whose
names start with zela. Additionally, these dictations were created on May 25 and later.

Note: If you specified the OR operator, the list only displays dictations created by authors whose names start
with zela or dictations created for these authors or dictations created on May 25 and later.

The date and time format which is displayed and which you can enter depends on the regional settings of your
Windows operating system (Start menu, Settings, Control Panel, Regional Options).
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Saving and loading filters

The custom filters you have created can be saved and loaded again later so that you can reapply them or edit
them.

Saving filters

To save a custom filter, do the following:

1.
2.
3.
4.

In the Filters dialog box, define the custom filter including filter conditions and logical operator.

Click Save. The corresponding dialog box is displayed.

Specify the location where you want to store the filter and type the filter name. The file extension is fil.
Click Save.

Loading filters

To load a custom filter, do the following:

1.
2.
3.

In the Filters dialog box, click Load. The corresponding dialog box is displayed.
Browse for the location where you have stored your custom filters.
Select a filter file (.fil file extension) and click Open.

The predefined filter conditions of that filter are displayed in the Filters dialog box.
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Speech Recognition

Speech recognition - overview

SpeechExec can connect to your speech recognition system automatically, if you have one installed. The
following speech recognition systems are supported:

e Philips SpeechMagic 5.11 Service Pack 3 (and higher)
e Scansoft Dragon NaturallySpeaking 7.0 (and higher)
Note: The SpeechExec installation process does not install either of these speech recognition systems.

If you have a speech recognition system installed, the Submit for Speech Recognition option is available in the

t " .
File menu and on the toolbar: <=*. If you have both speech recognition systems installed, the Speech
Recognition Program dialog box is displayed when you select this option. You must specify which system is to
be used for recognizing SpeechExec dictations.

Both authors and transcriptionists can submit dictations for speech recognition. Dictations can be submitted for
speech recognition from any folder in your tree view and with any dictation state, unless the state is <In
progress>. You can submit more than one dictation at a time (CTRL and SHIFT keys).

Dictation files which have been submitted for speech recognition remain in their original SpeechExec folder.
Encrypted files which are submitted for speech recognition are decrypted to the SpeechExec Temp folder. The
text document created by the speech recognition system remains within the speech recognition system.

Speech recognition is not supported for dictations with the following recording formats:
o .wav files with a sampling rate of less than 11kHz (e.g. 8kHz files are not supported).

e .dss files with the Long Play or Long Play mobile format.

SpeechMagic
If you have Philips SpeechMagic installed you can send SpeechExec dictations to the SpeechMagic system for
speech recognition.

For detailed information on working with SpeechMagic, refer to the SpeechMagic Online Help.

Selecting a ConText and user

When you send dictations for speech recognition, the Select ConText and User dialog box is displayed with the
following fields and buttons:

User name
Your SpeechMagic user name.

ConTexts button
Lists the ConTexts installed for the selected user.

ConTexts section
Select the ConText you want to use.

Submit
When you click this button, the selected files are transferred to the SpeechMagic system for recognition using
the selected ConText.

Cancel
If you click this button, the dialog box will be closed without submitting the selected dictations.

Recording format and input channel

It is sometimes necessary to convert the recording format of the SpeechExec dictations to Philips CELP 16kHz
(with microphone input channel), when they are submitted to SpeechMagic. The following formats are
automatically converted: .wma, .MP3, .wav, .dss files.

Converted dictation files are saved to the SpeechExec Temp folder (the original file remains in its original folder).
Any other files associated with the dictations, such as special instruction files, are not converted.
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The recognition system
When the files have been converted they are sent to the speech recognition system.

If you have selected more than one dictation, the dictations are queued and handled by the SpeechMagic system
as separate jobs. When all submitted dictations are successfully queued within the SpeechMagic system the
converted files in the SpeechExec Temp folder are deleted; the focus returns to your SpeechExec Worklist.

SpeechExec dictations will be included in SpeechMagic ConText Adaptation and Acoustic Adaptation.

Special instruction files are not submitted to SpeechMagic. If you want to listen to a special instruction file you
must do this via your SpeechExec Worklist.

Recognition and correction

Recognition is done within the SpeechMagic system. Information about recognition is not provided in
SpeechExec. If you want to correct these dictations you must start the SpeechMagic Correction Manager.

Dragon NaturallySpeaking

If you have Scansoft Dragon NaturallySpeaking installed you can send SpeechExec dictations to the Dragon
system for speech recognition.

For detailed information on working with Dragon NaturallySpeaking, refer to the Dragon NaturallySpeaking Help.

Recording format

When dictation sound files and their associated special instruction files are sent for speech recognition to Dragon
NaturallySpeaking the recording format is converted to .wav PCM 16Bit Mono with the same sampling rate as the
original file (e.g. 11 kHz to 44 kHz). The following formats are automatically converted: .wma, .MP3, .wav, .dss
files. The progress of the conversion is displayed.

Converted dictation files are saved to the SpeechExec Temp folder (the original file remains in its original folder).

The recognition system
When the files have been converted they are sent to the speech recognition system.

If you have selected more than one dictation, the dictations are queued and handled by the Dragon system as
separate jobs. Spoken instructions are recognized as part of the dictation sound file. Special instruction files are
queued in front of the dictation sound file they are associated with.

Once you have selected your Dragon user name and vocabulary, and made settings for transcription, recognition
starts.

When the files have been converted they are sent to the speech recognition system.

Recognition and correction

Recognition is done within the Dragon system. Information about recognition is not provided in SpeechExec. The
specified word processing window is opened and the dictations are recognized online. The recognized text starts
with the special instructions.

The recognized text of spoken and special instructions must be deleted manually during correction. When
correction is finished the final document can be saved and printed out within the Dragon system.

When correction is finished the converted files in the SpeechExec Temp folder are deleted. The dictations which
were sent for speech recognition are still selected; you can delete or move them if necessary.
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Submitting dictations for speech recognition via SpeechMagic

If you have SpeechMagic installed, do the following:

1.
2.

In your Worklist select the dictations you want to send for speech recognition.

Go to the File menu and select Submit for Speech Recognition or click 'C; on the toolbar. The Submit for
Speech Recognition dialog box is displayed listing the dictations.

Click Submit. The dictations' recording format is converted (if necessary) and the Select ConText and User
dialog box is displayed.

Type in your SpeechMagic user name and click ConTexts to list the ConTexts (with input channel) that are
assigned to you.

Select the ConText you want to use and click OK.

The dictations are queued in the SpeechMagic system and you can continue working with SpeechExec.

Submitting dictations for speech recognition via Dragon NaturallySpeaking

If you have Dragon NaturallySpeaking installed, do the following:

1.

2.

In your Worklist select the dictations you want to send for speech recognition.

. L} .
Go to the File menu and select Submit for Speech Recognition or click = on the toolbar. The Submit for
Speech Recognition dialog box is displayed listing the dictations.

3. Click Submit. The dictations' recording format is converted and the Open User dialog box is displayed.

Select your Dragon user name. The speech recognition system loads your user profile and displays the
Transcription Options dialog box.

Note: If the Dragon system is running in the background you do not have to select your user name.
Make your settings and click Transcribe. Recognition starts.

The dictations are queued in the Dragon system and you can continue working with SpeechExec.
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Troubleshooting

Troubleshooting - overview

This book identifies problems you might encounter and suggests actions to counter the problems. Follow the link
that best describes your problem.

If you need help with your network, see:
e Network connection lost

e Program stops responding

e Installing to a network folder

If you need help with hardware, see:

e USB SpeechMike

If you encounter any other problems, visit our web site: http://www.philips.com/speechrecognition

Network connection lost

Problem

The network connection is lost while the Recorder module is being used.
1. Working locally
2. Working over the network

Situation 1

The dictation being worked on is saved in the temp folder.

Solution 1

No immediate action is required, no information is lost and work can continue. When the dictation is finished and
the target network folder is not available then the dictation is moved to the Local Work folder. Synchronizing the
data with the network is not possible until the network connection is restored.

When the network is available again no message will be displayed, synchronisation must be done manually. To
synchronize the data saved locally with the network folders go to the File menu and select Synchronize.

Situation 2

The dictation being worked on is saved in a network folder.

Solution 2

This dictation is suspended and no longer available, but no information is lost. To continue working create a new
dictation locally.

When the network is available again you can synchronize the data saved locally with the network folders (go to
the File menu and select Synchronize). You can then open the dictation, suspended when the network
connection was lost, and finish recording it.

If you did not create any new dictations locally while the network connection was unavailable, when the program
is restarted a message is automatically displayed asking if you want to open the dictation, suspended when the
network connection was lost, and finish recording it.

Remarks
If this situation arises an error message is displayed in the Recorder module. Select one of the following options:
e Shut down the Recorder module and return to the Worklist module.

e Continue to work in the Recorder module. If you select this option the error message is displayed periodically
as long as the network connection is not available.
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Program stops responding

Problem

The program stops responding while you are recording a dictation.
1. SpeechExec Pro Transcribe stops responding
2. SpeechExec Player stops responding

Situation 1

The SpeechExec Pro Transcribe module stops responding while you are recording a dictation.

Solution 1
Restart the program from the Start menu, Programs, SpeechExec Pro Transcribe.

A message is displayed asking if you want to continue working on the dictation. If you decide not to continue
working on this dictation, the dictation is moved to your Suspended folder with the state <Transcription
suspended>.

Situation 2
The SpeechExec Player module stops responding while you are recording a dictation.

Solution 2

In the Worklist module go to the folder where the dictation is stored and select it. You can continue working as
normal.

Remarks

No information is lost. The Worklist module will restore your dictation with all data and properties intact.

Installing to a network folder

Problem

SpeechExec works when installed locally but throws a Security Exception when installed or moved to a network
folder.

Situation

.NET programs use code access security (CAS). CAS is different from traditional security systems in that it
assigns trust to the software program rather than users.

When a program is installed locally the program is run from your local PC, this is the My Computer zone of the
PC. When a program is installed centrally the program is run from a server, or a shared network drive mapped on
your PC, this is the Local Intranet zone.

By default any program that is run from the My Computer zone will get a permission set of full trust (unrestricted
permission to do anything feasible). However, by default, there is a more restrictive permission set given to Local
Intranet assemblies.

Solution
There are two ways to make SpeechExec work from the Local Intranet zone:
o Modify the security policy to fully trust the SpeechExec mapped drive (this option is recommended).

o Modify the security policy to fully trust the Local Intranet zone (this option is not recommended).
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Fully trust SpeechExec mapped drive
To modify the security policy to fully trust the SpeechExec mapped drive, do the following:

1. Go to the Start menu, Control Panel, Administrative Tools and double-click Microsoft .NET Framework
1.1 Configuration. The corresponding dialog box is displayed.

2. Expand Runtime Security Policy, Machine, Code Groups.

3. Right-click All_Code and select New. The corresponding wizard is displayed. Fill in the pages as follows:

X

Create Code Group

Identify the new Code Group

The new code group should have a name and description to help athers
understand itz uze.

%' Create a new code group

TMarne:

SpeechExec

Description:

" Import a code group from a ZML File

Brawise, |

< Biachk I Mext > I Cancel |

Create Code Group : ﬂ

Chooze a condition type

The membership condition determings whether ar not an assembly meets
specific requirements to get the permizzions azzociated with a code group.

Choose the condition bype For this code group:

£l Cade |
Al Code -
Application Directary I
Hash
Publisher
Sike

Strong Mame
Zone ﬂ! T

¢ Back I Mext > I Cancel
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Create Code Group x|

Chooze a condition type
The membership condition determings whether ar not an assembly meets
specific requirements to get the permizzions azzociated with a code group.

Choose the condition bype For this code group:
=

The URL membership condition is true For all assemblies that originate
from the URL specified below,  Assemblies that meet this membership
condition will be granked the permissions associated with this code
graup.

URL:
|ﬁ|e:;;u:;*

The URL must include the protocal such as 'frp: /" ar ‘httpeff'. An
askerisk (*) can be used as & wildcard character at the end of the URL,
Examples:
Rkt freme, microsaft, conjspecific_assembly. dil
fep:ffFEp. microsaft, camfpub™

¢ Back L%I Mext > I Cancel |

Note: U = the SpeechExec mapped drive letter.

Create Code Group x|

Aszszign a Permigzion Set to the Code Group
Code groups niust have an associated permizsion et Uze an exizting one or
create a new one.

Would you like to use an existing permission set already defined in this palicy
lewel or create a new permission sek?

' Use exisiting permission sek:

FullTrust hd

™ Create a new permission set

¢ Back I Mext > I Cancel

4. Click Next and Finish to save your settings.

Note: You can also run the Microsoft .NET Framework Configuration tool using the command line parameter:
mscorcfg.msc.
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Fully trust all Intranet assemblies
To modify the policy to allow full trust for all Intranet assemblies, do the following:

1. Go to the Start menu, Control Panel, Administrative Tools and double-click Microsoft .NET Framework
1.1 Configuration. The corresponding dialog box is displayed.

2. Expand Runtime Security Policy, Machine, Code Groups, All_Code.
3. Right-click Locallntranet_Zone and select Properties. The corresponding dialog box is displayed.

4. Make the following setting:

LocalIntranet_Zone Propetties 2=

General I Membership Condition  Permission Set

Assemblies that meet this code group's membership condition wil
receive the permissions in the permission set specified below,

Permission set:
Full Trust hd

The selected permission set has the following permissions:

Wiew Permission |
ok I Cancel | Apply |

5. Click Apply to save your setting.

Remarks
A good reference CAS can be found here:

http://msdn.microsoft.com/msdnmag/issues/01/02/CAS/default.aspx

92



SpeechExec Pro Transcribe

USB SpeechMike

Problem
Your USB SpeechMike is not working after connection to the USB port.

Situation
The PC's USB port does not meet the required specifications.

Some PC providers limit the output power of USB ports to 100mA (milliamps). These USB ports are called bus-
powered USB ports.

Important: It is not the case that any USB device can be connected to any USB port.

SpeechMike requires a self-powered USB port which provides 500mA. When connected to a bus-powered USB
port the PC will cut the connection to the SpeechMike.

Solution

Connect the SpeechMike to a self-powered USB port providing 500mA of power on the PC. It will always have
enough power to function.

If your PC does not provide a self-powered USB port please connect your SpeechMike to an active (self-powered)
USB hub.

Remarks

Self-powered USB ports draw their power from the electrical outlet as opposed to the USB bus. This means that
self-powered USB ports have a significant advantage over bus-powered USB ports.
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Appendix

Command line parameters

The SpeechExec program supports the following command line parameters:

/h

Ip

v

Hidden start: The SpeechExec program is started but no program window is opened; the program icon is
displayed in the status notification area of the Windows task bar: .El

Protect DPM configuration: The DPM configuration settings cannot be changed by the users.
This means that any settings in the DPM Download/Configuration program are read-only information for the
users. The users can view the settings but they cannot make any changes.

Note: This parameter is different from enabling the Protect device configuration option in the DPM
Configuration dialog box. This option prevents users from changing the device-specific settings on the DPM.

Protect user interface view: The following settings cannot be changed by the user:

e Tree view: The user cannot create or delete folders.

e Columns: The user cannot add or remove columns from the Worklist.

e Sort order: The user cannot change the sort order (ascending/descending) of the columns in the Worklist.
e Filter: The user cannot apply a personalized filter to the Worklist.

Note: This parameter is only applied when the program is started. If the program is already running it is not
applied until the program has been closed down and restarted.
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