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iChannel Express — Getting Started

Getting Started

iChannel Express is a powerful, yet intuitive and user-friendly transcription application. Whether it's a large
multi-user office or a single at-home user, iChannel Express can fit your needs perfectly! In addition to working
with other dictation products from DAC, iChannel Express can play all major audio formats available today.

- What you will need to know before installation

> Does your computer meet the system requirements?
(See System Requirements @ http://www.dacsolution.com/express)

> If this will be in a multi-user environment, will the source directory be accessible to all users?
(See Advanced>Setting Up a Dictation Directory)

> If the source directory will be on the network, do all users have sufficient security permissions?
(See Advanced>Setting Up a Dictation Directory)
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iChannel Express — Installation

Installation

Step 1 | Run the installer.

You can do so from either the Install CD you received or a downloaded installer.
Step 2 | Keep all of the defaults and simply click Next through each screen.
Step 3 | Plug the iChannel Express foot control into

an empty USB slot. The drivers will load
automatically.

Note: If you are plugging the foot control into a

USB hub and are experiencing issues, please try
connecting it directly to the computer.

Installation is complete!
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Configuring iChannel Express

iChannel Express — Configuration>General

Before you can begin to use iChannel Express, a few basic configurations must be made. You may access

the configuration screen by going to File>Settings in the menu bar.

- General

Settings

General Advanced Print Options  HotkKeys Export

Typigt Login Information

Typist Mame  |Liza Typist ID |90

Emcluzive Motification - Job List Refresh
[~ Excluzive Motification Enabled [~ Poplp Prompts

When enabled, a circular natification icon will be placed on vour tazkbar near the
computer's date and time. Thiz icon will appear red if exclusive work is available
for the Login 1D that you're currently using. 1t will flagh red for prionity work, and it
will be gray if there iz no curent excluzive work, IF iChannel cannot connect to the
directon that pou have selected. it will appear pellow,

[~ AutoRefresh: Refreshes Job List, per the frequency below.

Frequency: How often [in minutes] iChannel checks for new jobs. 3 :"

Foaotpedal

AutoBackspace: 1 Wind Increment: 3
[ Tranzpose Padal —_— —

tain Window - Minimizing

[ Launch Mini-player upon Plag [ Minimize Upon Play - [ Abwaps On Top

Auto Queue Jobs

[~ Auto Queue - When a job is Completed the nest job is given to you automatically

Typist Login Information
If using more than one iChannel Express on a network, this allows you distinguish who typed what. The
Typist Name can be 1-12 alpha characters long. The Typist ID can be any number between 901-930.

Exclusive Notification — Job List Refresh
When the Exclusive Notification Enabled box is checked, a circular notification icon will be placed on
your system tray near the computer’s date and time. This icon will appear red if exclusive work is available
for the Typist ID you entered. It will flash red for priority work and be gray if there is no exclusive work
available. If a connection to the dictation directory cannot be established, the icon will be yellow.
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iChannel Express — Configuration>General

PopUp Prompts
A popup window will appear whenever new dictation is available.

Auto Refresh
Your Job List will refresh automatically based on the Frequency setting.

Frequency
This determines how often (in minutes) iChannel Express checks for new jobs. You may select one of
the preset options or enter any number from 1-120.

Transpose Pedal
The Rewind/FastForward buttons on your foot pedal will be switched, making the right pedal FastForward
and the left pedal Rewind. Play is always the center pedal.

AutoBackspace
This determines (in seconds) how big of an increment the dictation will automatically back up each time
you press Play. You may set it from O (disabled) to 5 seconds.

Wind Increment
This determines (in seconds) at what increment you will rewind or fast forward through a dictation. You
may set it from 0-20 seconds.

Launch Mini-player Upon Play
iChannel Express will switch to mini-player mode when you go into Play.

Minimize Upon Play
When you go into Play, iChannel Express will minimize to the taskbar.

Always On Top
iChannel Express will always appear above other applications, regardless of which one has focus.

Auto Queue Jobs
When a dictation is Completed, the next job in your queue will automatically be requested.

@ Note: This only applies when requesting jobs via My Jobs, Oldest to Newest, and

Job List Order, not when you specifically requested a job directly from the Job List.
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iChannel Express — Configuration>Advanced

- Advanced

Settings

General Advanced Print Options  HotkKeys Export

Dictation Directary

|C:ADictationsFilesh | Add | Remove | SetPath

[ Dizplay Dictation Directory to allow for fast switching between Paths

Retention Length
30 Retention Daws - Maximurnof 399 days; zet to O to never delete jobs
Jobz with the "Completed" statuz [thoze Completed by you), will be retained for

the lenath designated above; after which they will be Deleted. This DMLY refers
to the jobs "Completed”’ by the "Typist ID" being uzed on this PC.

Shifting Focus at job end - for activating Keyboard Shartcuts

Return Focus atJob End when the footpedal is releazed j

"In Uze" jobs

[ Check for jobs with a stabus of "In Use for this user at startup.

[ Pricrity Job List: Give Pricrity jobs first when requesting by Job List Order
[ Olyrpus Dss Option: Use Worktype far Typist Assignment

[ Display military time in the caption bar for accessed jobs

Dictation Directory

This is the path iChannel Express will monitor for dictation. By default you will have C:\Dictations\Files as
your path. To change this, click Set Path and browse to the desired folder or type the path manually. You
may save several different paths. Click Add to save the current path to the drop-down menu. Click
Remove to delete a path from the drop-down menu. iChannel Express can only monitor one path at a time.

Display Dictation Directory to allow for fast switching between paths
This places an arrow beside the path for you to quickly switch between other saved paths.

kd Curent Path: C:\Dictations'Files',

Select Server

Ch\Dictations\Files
Wiserveriusersijones\dictations Q
\1192.168.0.205\data

Wiew Settings
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iChannel Express — Configuration>Advanced

Retention Length

You may enter a number from 0-999 in the Retention Days field. This determines the number of days a
dictation with the Completed status remains in the Dictation Directory before deletion. This does not
apply to In Queue or Saved jobs. Only jobs that have been marked Completed with the Typist ID you are
using will be affected. It will not delete jobs marked Completed by another user. Each user’s iChannel
Express can be configured for a different Retention Length, if desired. Setting this to 0 will keep the
dictation indefinitely.

Shifting Focus at job end (for activating keyboard shortcuts)

In order for keyboard shortcuts to work, iChannel Express must be the application in focus. Typically, when
typing, your word processor will be in focus. When you get to the end of a job, though, iChannel Express
can do one of the following 3 options:

Never Return Focus to iChannel Express — The focus will not be changed.

Return Focus when the foot pedal is released — iChannel Express will receive focus when the foot
pedal is released the first time after reaching the job’s end.

Return Focus when the foot pedal is depressed a second time — iChannel Express will receive
focus when Play on the foot pedal is released and then tapped after reaching the job’s end.

“In Use” jobs

When enabled, iChannel Express will check the Dictation Directory for any jobs that have the In Use
status with your Typist ID. Ordinarily, a job would either be returned to the queue or Completed before the
application is closed. If, however, an In Use job is found, you will receive a prompt asking if you want to
return it back to the queue.

Priority Job List

When requesting jobs in the Job List Order mode, you receive jobs in the order they are listed in the Job
List, regardless of priority status. By enabling this feature, all Priority jobs will be given first, despite their
list position.

Olympus Dss Option
iChannel Express will use the worktype (WT) data for the exclusive assignment (Typist) field. This only
applies to Olympus brand digital portables.

Display military time in the caption bar for accessed jobs

A job’s AuthTime by default is in the 12 hour am/pm format. This changes the format to 24 hour military
time when displayed in the caption bar.
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iChannel Express — Configuration>Print Options

- Print Options

There are 17 different data columns that can be shown in a Job List report. To include that column in the
report, check the box beside it (see a description of each data column).

Settings

General Advanced Print Options HotKeys Export

Check the Column Mames that you would like Printed

This determines which fields of data are included when printing reports. 'ou can
create a text file report by pressing CTRL+F or go to Filex Print Job List. The jobs
included in the report will be thozse shown in your Job List, in the order they
appear there.

Authi ame AuthTime

AuthiD TranzMame
Pricrity TranzlD
Subject TranzTime
Worktype SyztermlD

Department Encoding

[
[
[
Exclusive [ TransDate
I
I
I
I

Length FileM ame

AuthD ate

Pg.9 visit us online @ www.dacsolution.com



iChannel Express — Configuration>Export
- Export

Dictations from your Job List can be exported. The original audio file will remain in iChannel Express, but a
copy will be sent to another path. The settings in this tab determine how and where they are exported.

Settings

General Advanced Print Options ™ HotkKeys Export

Expart

Tao Expaort files to a backup location select the file by right clicking on it from the Job
Lizt views and then left click on ‘Export Job' to select an Expaort path. Set the possible
paths below. Paths must be present below for 'Export Job' ta be vizible in the drop
down menu,

|\\server\dictationbackup'\useﬂ j

Add | Remove | Set Path

Mate: Files may be Exported one at a time or by selecting one job from the list and
then Shift-Clicking on another job effectively highlighting and selecting the entire
grouping of jobs,

[~ Mark the job Complete in the Files folder, and Expart the file
[with this unchecked the selected Exported jobz remain InQueue]

[ Restore the Filename to the ariginal file extention on Expart [wav, mp3. wma, dss)

[~ Export dzs files az wav files

Export Path

Enter the destination path for exported dictation here. Click Add to save the path to the drop-down menu.
You may save several different paths. Click Remove to remove a path from the drop-down menu. Set Path
will open a browse window for you to select the desired destination.

Mark the job Complete in the Files folder and Export the file
If checked, when you export a job from your Job List, the local copy’s status will be changed from In
Queue to Completed. If unchecked, it will remain In Queue.

Restore the Filename to the original file extension on Export
iChannel Express uses custom extensions that determine the status of a job. However, enabling this
feature will restore the audio file’s original extension, such as dss, mp3, or wav.

Export dss files as wav files
When exporting, iChannel Express will convert any dss files to the wave file format.
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iChannel Express — Using iChannel>Overview

Using iChannel Express

This section is intended to familiarize you with the application’s features and walk you through typing your
first job.

- Overview

When you first open iChannel Express, you will get a screen like the one below. This is the main screen.
From here you can see what jobs are available for transcription, request jobs, and access all important
functions. The diagram below gives a quick explanation of the primary features.

MHame and Typist (D you
are logged in as -
Click to change.

Minirmize ~ MEMIZE o

File View Help Logged in as: Lisa 901

Jobh Commands - Johb: Flavhack speed
They're grayed out

when you are not ARV Request Methods -
ping & Job. ey | RSN L, T method deter
' - mines how jobs
are given.
valume Click Request Job
to start typing.
Job List
Job Filters - - Clrdy / 5
Filter what is shown || BELEEES Author ID WT  Dept
inthe Job List. Listjobs based
[Pricuity [ Tusist [ Subiect [T Tbect [Lencth ar on Job Filters.
The Job List chows [f InQueus  Welcome 1 Yes S0 | FlapMe ] 1 OXDX17 D4A5/20T0
what is available In Queue | Tezfdfave 2 Mo 9 | TeziFile 1] 1 OxDkO3 04,15/2010
for transcription - In Queus  TesiDzz 3 Mo 90 Testfile I 1 k003 04515/200
Double-click one to

start typing.

# of jobs inthe list.

Fath iChannel Express is
rmanitaring for dictations -
C:Dictations'Files is the default
hut can be changed.
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iChannel Express — Using iChannel>Opening a Job

- How to Open a Job

There are two ways to open a job for transcription. The first is by using one of the Request Methods.
These are My Jobs, Oldest to Newest, and Job List Order. The second is by selecting a job from the Job
List.

- Using the Request Methods

To request a job, select which of the three methods you want to use, and click Request Job. The three
methods are:

1. My Jobs — This will give you jobs only assigned to your Typist ID. So if you’re Typist ID is 901, only
jobs that have the number 901 in their Typist field on the Job List will be given to you.

2. Oldest to Newest — The oldest dictations, or jobs, will be given first, regardless of your Typist ID.

3. Job List Order — The most versatile of all the methods, this is determined by what is in your Job List.
Jobs will be given starting from the top and progress down sequentially. By using Job Filters, you can
create a custom list of jobs.

Legged in as: Lisa 301

Todal Job Length: 00;00:00

O 00000 ©

- From the Job List

To request a job from the Job List, you can either:

1. Double-click the job, or
2. Right-click the job and choose Request from the drop-down menu that appears.

Status | Author (1D | Pricrity| Typist | Subject ‘T |Dept |Length  [AuthDate | AuthTime
In Queue | John Smith 8 Mo 907 4 1 3 3642 2152010 164232
InQueue | Mrlones 5| ves 903 122 000225 214 210 | 096521

021405 21220 070214
00723 21220 (113305
DOAED03 210200 (131846

1
n ey tJohn Smith | Ak aRe e e 3
3
1
1 004226 2102010 152850
1
1
1
1
1
1

4
4

In Queue | John Smith Request %4
In Quewe | Mrlones 1
In Queue  william z 2
In Queue  william z 2
2

2

2

2

2

Preview

0oA&0? 210200 18203
000243 1232010 0546 36
02:0E:00 232010 0553 27
00:34:05 222010 0e03s9
000834 222010 110214
000E:23 282010 14 52 M

In Queue  william z Cancel
In Queue  william z

In Queue | MM atthews
In Queue | MM atthews Job Edit

b rbd attheves Export Job

Return to Queue

Kd Curent Path: C:hDictationsFiles

Jobsz: 12
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iChannel Express — Using iChannel>Playing a Job

- Playing a Job

This section will show the different features available to you once you have opened a job for transcription.

- Playback Functions

In addition to using the foot pedal, the playback buttons can be used. They are as follows: Skip to the
Beginning; Rewind; Play; Fast Forward; Skip to the End.
The last button, the check mark, will mark a job Complete (see Job Commands for more).

RO ©

- Current Position and Total Job Length

Current Position shows you where you are at within the job. Total Job Length shows you how long the
job is. The blue progress bar will reflect your position and, if clicked, can be dragged to any position.

Current Position: 00:02:36 Total Job Length: 00:04:31

- Playback Speed

You can change the speed of playback, with 25 being the slowest and 175 being the fastest. 100 is the
default playback speed.

as Jones WT: 0 Sub: 2950 03

File VWiew Help Logged in as: Lisa 901

Skip

Job: Return Complete Save

- Playback Volume

To raise or lower the playback volume, click the (. 020 S @ Ciceonio tiewet |
P—

B Job Liad Order

speaker icon. A volume bar will appear, with 0
being the lowest and 100 being the highest. S
This only affects the volume of playback with a
job, not any of the audio prompts in iChannel
Express.

Note: If the audio volume is still too low after raising it in iChannel Express, you can

also increase the volume in Windows from the Sound Control Panel.
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iChannel Express — Using iChannel>Job Commands

- Job Commands

Once you have requested a job and it has opened, the Job Commands bar will become active. These
commands only relate to the job that you currently have opened.

Request Job

The four commands are:
Return — Your current job will be returned without changing its status.

Skip — If requesting jobs using one of the Request Methods, then your current job will be returned and the
next job will be automatically opened.

Complete — When you have finished transcribing a job, this will close it and change its status from In
Queue to Completed. You must be at the end of the job to mark it Complete.

Save — Your position in the job will be saved for future playback, the job will be closed, and its status will be
changed from In Queue to Saved.

L Example: You have a 30 minute job but are currently at 15 minutes and 10 seconds.

¥ ' The Save feature will mark your exact position on that job. When you request it in the
future, you will automatically begin playback from 15 minutes and 10 seconds.
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iChannel Express — Using iChannel>Job List

- Job List

The Job List is where all available dictation is displayed. If at any time your Job List is not visible, then go
to View>Show Job List. Likewise, if you want to hide the Job List, go to View>No Job List.

—
s iChannel - Express LEE'
File | View | Help Logged in as: Lisa 901

Job Show Job List h

Mo Job List '+ ] r-._.-1_
C Mini Player Total Job Length: 00:00:00 # Olde
. ._||:

0O 000 o S
Request Job

This section will explain how to use Job Filters and what each Data Column represents.

- Job Filters

Job Filters allow you to filter out jobs that you do not want displayed in your Job List. This can be
especially helpful if several users all type from the same Dictation Directory. There are six different filters
that can be applied. You can use one, all six, or any other combination to achieve the desired results.
Whenever you have made changes to your Job Filters, you must click List for the Job List to show the
updated results.

[-] Hide Job Filter

Preview Length ===

: bie . d By Author ID0 WT  Dept
Jobh Filters ; ; List

Status
Filter jobs by their Status. Choose from In Queue, Completed, Saved, In Use, or All Files. All Files will
show jobs with any status as well as any other unknown files in the Dictation Directory.

Exclusive
Filter jobs by their Typist assignment. This is based on the Typist column in the Job List.

Accessed By
Filter jobs to only show those that have been typed or reviewed by a particular Typist. This is based on the
TypistID column in the Job List.

Author ID
Filter jobs by the ID number of its author. This based on the ID column in the Job List.

WT (worktype)
Filter jobs by their worktype number. This based on the WT column in the Job List.

Dept (department)
Filter jobs by their department number. This based on the Dept column in the Job List.
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iChannel Express — Using iChannel>Job List

If you do not want to use the advanced filters, you can set your Job List to one of two modes:

[-] Hide Job Filter

Job Modes M ly Freview Length ===

List

My Jobs Only
Only In Queue jobs exclusively assigned to your Typist ID will be shown. The Job Filters will grayed out
and disabled while in this mode.

View All Jobs
This enables all Job Filters and by default will display In Queue jobs assigned to any Typist ID.

- Data Columns

There are 19 different potential Data Columns for each job. Typically, only the first 10 are visible in the
Job List unless you scroll further to the right.

Job List [-] Hide Job Filter
. HII Jobsz ||r||II “iew Al Presiew LE!r'IEIth [— —1|
Is ed E.|| Luthior 1D ST |:||-|:|r
rume] w CIE| - Lis
Data Columns Il Statuz Athor Pricrity | Typist | Subject AuthD ate AuthTime

In Queue | John Smith Mo 014 013642 2152010 1642 32
In Queue | Mrlones e 122 000326 (214 20010 (08652
In Queue | John Smith Mo R3] 021406 (2122000 070214
In Queue | John Smith Mo ne 001729 2122000 113305
I Queue | Mrlones eg 123 Q01609 (210 20010 (131846
Jobs In Queue William g 12 Mo ooz 001226 (2102000 (152850
In Queue | Wwilliam = 12 Mo o3 001807 (2102000 (182031
In Queue William g 12 Mo CJones 00:02:43 12932010 05 46 36
In Queue | Wwilliam = 12 Mo JSmith 02:06:00 | 292010 055327
In Queue | Mri atthews 172 Mo 121 00:34:05 (232010 N20353
In Queue | Mk atthews 172 Mo 451231 000834 | 282010 110214

b b atth e 172 Mo 231547 | 2 000623 282010 145201

Kd Curent Path: C:\Dictations\Files

Note: Many dictation files may not have all 19 Data Columns populated. In fact,
based on what the original filename was when copied into the Dictation Directory,

what’s displayed may have little or nothing to do with that field. This is because the
filename determines what is displayed (see Advanced>Filename & Extensions for
more).
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iChannel Express — Using iChannel>Job List

Status

There are four different status types: In Queue, Completed, Saved, and In Use. In Queue jobs are ready
to be typed. Completed jobs have already been typed. Saved jobs have been opened and saved by a
typist. In Use jobs are currently being typed and cannot be accessed by another user until closed.

Author
This is the name of the author — the one who dictated the job. Often, the first few alpha characters in the
dictation’s filename will be assigned to this column (see Advanced>Filename & Extensions for more).

ID

This is the ID number of the author — the one who dictated the job. Often, the first few numeric characters
in the dictation’s filename will be assigned to this column (see Advanced>Filename & Extensions for
more).

Priority
Will be either Yes or No. If it is Yes then the job’s text will be red.

Typist

This can range from 900-930 and determines if the job is specifically assigned to a typist, or not assigned
to any one. 901-930 are Typist IDs while 900 means there is no typist assignment. Although the job may be
assigned to a particular Typist ID, other typists may still open the job.

Subject

Any combination of alphanumerics up to 15 characters long can be in the Subject. This field can be very
beneficial in distinguishing specific jobs. If this field is blank, you may perform a Job Edit and add
something.

WT
WT stands for worktype. This can be any number from 1-99.

Dept
Dept stands for department. This can be any number from 1-99.

Length
The total length of the job is in the format of hh:mm:ss. Sometimes, based on the encoding, this number
can be slightly different than what the real length is.

AuthDate

This is the date the author dictated the job — the creation date. It follows the format of mm/dd/yyyy. If there
is no pre-existing AuthDate data in the job’s filename, then iChannel Express will assign it the date it first
accessed the file.

AuthTime

This is the time of day the author dictated the job — the creation time. It follows the format of hh/mm/ss. If
there is no pre-existing AuthTime data in the job’s flename, then iChannel Express will assign it the time it
first accessed the file.
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iChannel Express — Using iChannel>Job List

TypistName

When a typist in iChannel Express opens a job, the Typist Name is put here. If a different user opens the
job later, this column will be updated to the Typist Name of the last user. However, once it is marked
Completed, then the TypistName will not change even if opened again later.

Settings

General Advanced Print Options Export

Typizt Login Information

Typist Mame  |Liza TypistID  |901

TypistID

When a typist in iChannel Express opens a job, the Typist ID is put here. If a different user opens the job
later, this column will be updated to the Typist ID of the last user. However, once it is marked Completed,
then the TypistID will not change even if opened again later.

Settings

General Advanced Frint Options Export

Twpizt Lagin Infarmation

Typist Mame  |Liza TypistID  [901

TypistDate

When a typist in iChannel Express opens a job, the date is put here in the format of mm/dd/yyyy. This will
be changed and updated to the date the last user opened it. However, once it is marked Completed, then
the TypistDate will not change even if opened again later.

TypistTime

When a typist in iChannel Express opens a job, the time of day is put here in the format of hh:mm:ss. This
will be changed and updated to the time the last user opened it. However, once it is marked Completed,
then the TypistTime will not change even if opened again later.

SysID
Short for system ID, this column is only used with certain dictation applications.

Encode
This refers to the encoding, or format of the job. Some common entries are: DSS, Wav, MP3, WMA, and
MuLaw.

FileName
The actual filename of the job in Windows is listed here.

DateTime
This is for troubleshooting purposes only.
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iChannel Express — Using iChannel>Editing a Job

- Editing a Job

A job’s demographic data (worktype, subject, etc.) can be edited in iChannel Express. This can be done
with the job open or straight from the Job List.

- With the job open
To edit a job you already have open:
1. Right-click the Return Job Command. A window will appear (as seen below).

| File View Help Logged in as: Lisa 301

Job: Return Skip Complete Save

2. Edit the fields as desired. When finished, click Return. This will post your changes as well as return the
job (see Job Data for what is allowed in each field).

- From the Job List

Status |Authol |ID |F'ri0rit_l,l|T_l,inst |Subiect |WT|Dept|Length |AuthDate |.f-\uthTime

PP : i g Inouewe JohnSmith & Mo 901 014 1 3 013642 2152010 164232
TO edlt a JOb dlreCtIy from the JOb LISt' InQueus |Mrlones 7B Yes 903 122 4 1 0008256 2142010 (086521
. . . : Tnuzus | Jabin S mith 4 3 021405 2122010 070214
1. Right-click the desired job. From the [\ 75720 o6 i fenect 4 3 001723 2122000 113305
menu that appears, click Job Edit. A InQueve | Mrlones Brevi 11 |o0d&03 (210200 131848
window will appear (as seen below). InQueue  williams e 2 1001226 2102010 152850
InOueve  williams 2 1 04807 2102010 182031
Cancel

2 Edit the fields as desired. When In Queue  william s e 2 1 000243 2920010 054636
finished, click Return. This will post D pee | W ams Retum to Queue 2 e

’ " n Hueue rh athews . a4
your changes (see Job Data for what InQueue | MM athews bl [yz 1 oooess zeaoo 110214
b atthexws Export Job Y2 1000623 282010 145200

is allowed in each field).

| File View Help Logged in as: Lisa 301
Job: Return Skip Complete Save
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iChannel Express — Using iChannel>Previewing a Job

- Previewing a Job

Previewing allows you to save time by quickly finding a job without having to open and listen to each one.
The length of each preview can be adjusted as needed.

- Previewing

To preview a job:

1. Right-click the desired job. From the menu that appears, click Preview.

Status | Author |10 | Priority| Typist | Subject [T |Dept |Length | AuthDate | AuthTime

InQueue John Smith & Mo 301 014 13 013642 21520010 164232
InQueue | Mrlones 8 |Yes 903 122 4 1 Qoog:25 | 214 2000 085521
In Gusyue  John Smith okl e 4 3 024405 21220010 070214
InQueue John Smith Request 4 3 004729 2122010 113305
InQueus | Mrlones - 1 1 Q0609 | 21020010 (131846
InQusue  ‘william s Preview Qz 1001226 21020010 152850
InQusue  ‘Wwilliam s 2 1 004807 210200 18203
InQueue  ‘williams e 2 1 000243 2920010 054636
InQusue  ‘Wwilliam s Return to Queue 2 1 020800 292010 055327
In Queue | Mk athews 2 1 00:34:05 282010 na0359
In Queue MM athews Job Edit 2 1 000834 2820010 110214

b 1 b atth s Export Job P21 Q0:06:23 282010 14 52 01

- Preview Length

To adjust the length of your preview:

1. Move the Preview Length bar to the desired length. A number will appear as you slide the bar, with that
number representing the number of seconds for your preview. This can be from 1-15 seconds.

Job List [-] Hide Job Filter

[ ] H'l Jobsz ||”||| g \ g

Status i d By Author I WT  Dept
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iChannel Express — Using iChannel>Mini Player

- Mini Player

When in Mini Player mode, iChannel Express is visible as a small bar with most of its major functions. You
can change to the Mini Player at any time by going to View>Mini Player. In addition, the Mini Player can be
automatically enabled every time you open a new job and press play (see Configuration>General for more).

|

| as Jones WT: 0 Sub: 014 04/15/2010 :

o

H Skip to the beginning of the job.
” Skip to the end of the job.

*’ Mark the job Complete.

ﬁ Skip to the next available job.

E Exit the Mini Player.
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iChannel Express — Using iChannel>Exporting/Copying Jobs
- Exporting Jobs

The export feature allows you to make a copy of a dictation and send it to a different directory, with the
original copy being kept in iChannel Express. This export directory may be local, a network share, or even a
CD/DVD. Many use this to create a backup of certain dictations. In addition, it can be used to send audio files
to voice-to-text applications. The local copy can then be played in iChannel Express to proof-read the text
document created. To see how to configure exporting, see Configuration>Export.

- How to export

To export a job from the Job List:

1. Right-click the desired job. From the menu that appears, click Export.
2. Select the path you wish to export the job.

Statug |.-’-'-.uth|:|r |ID |P'ri|:|rit_l,l| Tupist |Subieu:t |WT |Dept |Length |.-i'-.uthDate |.-’-'-.uthTime
In Queue | John Smith g |No 80 014 1 K] 013642 (2152010 1642 32
I Queuwe | Mrlones B Yes (903 122 4 1 000825 (214 2010 (08552
n dueue | John Smith R 4 3 021405 2122010 070214
In Queue John Smith equest 4 3 004729 21220010 113305
In Quewe | Mrlones Preview 1 1 00609 (21020010 (131846
InQueue williamz 2 1 001226 (2102000 1528450
InQueue williamz Tered 2 1 003807 (2102000 18203
InQueue williamz 2 1 000243 (292010 05 46 36

| In Queue william s Return to Queue 2 1 020600 | 232010 055327
In Queue | M atthew i 2 1 003405 | 282010 n303h9
In DUEUE MrMatthEW Jl:lh Edlt 2 | no-ng.24 00010 11 0744
Ih Queue | Mk athew Export Job » % Wiserveridictationbackuphuserl

cshared

Kd Curent Path: C:ADictations'Files Jobz: 12
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iChannel Express — Using iChannel>Keyboard Shortcuts

- Hot Keys

Many common functions have keyboard shortcuts, known as Hot Keys. You may see a list of them at
File>Settings>Hot Keys. They are as follows:

Alt-R (Refreshes the Job List)

Alt-C (Marks the current job Complete)
Alt-B (Skips to the beginning of the job)
Alt-E (Skips to the end of the job)
Ctrl-P (Prints a Job List report)

F1 (Sends the Return Job Command)
F2 (Sends the Skip Job Command)

F3 (Sends the Save Job Command)
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iChannel Express — Using iChannel>Printing Job List Reports

- Printing Job List Reports

iChannel Express can produce a text file that lists all jobs, their data, and its totals. The jobs shown in the
report, as well as their order, are determined by what is shown in your Job List. A plain text .doc file is created
when go to File>Print Job List or press Ctrl-P. Any standard text editor can modify the report if desired.

- Creating Reports

Since the Job List determines what is included in the report, you may need to take advantage of the Job
Filters features. This allows you to create a list with only the jobs you want. In addition, you can have the
jobs sorted by any of the data columns by clicking their headers. Clicking the same header more than once
will toggle listing the jobs from ascending to descending order.

\ Example: You want to create a report to see all the jobs Lisa (ID 901) has typed and
' have it listed by Author alphabetically. To achieve this, you would select Completed

as your Status, 901 in the Accessed By box, click List, and then click on the Author
column to have it sorted by name. Then press Ctrl-P. The image below shows the
results.

Document Status Feport Created on 4/22/2010 at 10:26:59 AM

Generated by iChannel Express For Lisa TwypistID 201

Status: Completed Exclusively Azssigned to: Any Typist

Author: Any Author WT: Dept: JobCount: 6

Jtatus Anthor o Jubject WT Length Athhate AthTime TypistlNamwe TID Typisthate
Completed Bryant 14 231507 1 00:03:13 04/13/2010 13:18:02Z Lisa 201 04/16/2010
Completed Eryant 14 451789 1 00:12Z:35 0O4/16/2Z010 10:06:0Z Lisa 201 04/16/2010
Completed Jones 75 014 4 00:23:17 0O4/10/Z010 15:2Z0:00 Lisa 201 04/15/2010
Completed Jones 75 015 4 00:17:02 0471172010 09:31:45 Lisa 201 04/14/2010
Completed HMatthews 1 SmithCase 1 01:42:45 04/1Z2/2010 10:0Z:08 Lisa 901 04/15/z2010
Completed HMatthews 1 Letter 2 00:22:57 0471272010 18:01:30 Li=sa 901 0441272010

Total 'In Oueus' Length Count: 03:06:52

- Customizing Reports

There are 17 different columns of data displayed in the Job List for each dictation. However, only the
columns enabled will be included in the Job List report. To disable or enable a column:

1. Go to File>Settings>Print Options tab.

2. Check the data columns you want included. Uncheck the ones you do not want included.
3. Click OK.
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iChannel Express — Advanced>Dictation Directory

Advanced Administrative Tasks

For most users, the following information is not necessary. However, if using a network share for the
Dictation Directory, or troubleshooting, you may want to see the appropriate subheading below.

- Setting Up the Dictation Directory

By default, the Dictation Directory is C:\Dictations\Files. If other users will be accessing this directory, or
if you want to move the Dictation Directory to a network share, the following steps are required.

- Dictation Directory Path

1. Only use alphanumerics for the network path. Do not use any symbols such as (- _ * & $ and etc.
2. You may use the IP address, DNS path, or a mapped drive to the network path.

(. Good Example: \\networkserver\dictations!files
Good Example: \\192.168.0.10\dictations

Good Example: M:\
Bad Example: \\network_server\file$
Bad Example: \\192.168.0.10\dictations-folder

- Sharing/Permissions

1. To be accessible to others on the network, the Dictation Directory (or one of its parent directories) must
be shared.

2. Both the Share and NTFS permissions should be set to Full Control for the users accessing the files.
For simplicity, giving the Everyone group Full Control is recommended. For more security, however, you
could assign permissions on a per user basis or to a custom group. For more information on how to do this,
see the documentation with your copy of Windows.
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iChannel Express — Advanced>Filename & Extensions
- Filename & Extensions

When an audio file is copied to the iChannel Express Dictation Directory, it will be renamed to fit its
naming convention. This includes changing the file’'s extension. The extension determines what the Status is
for the job. The table below lists the extensions used and what they mean:

Format In Queue status Completed status Saved status In Use status
Wave eW2 cW2 sW2 tWw2
DSS eD2 cD2 SD2 tD2
WMA eM2 cM2 sM2 tM2
MP3 eP2 cP2 sP2 tP2
Rhet32 eE2 cE2 sE2 tE2
uLaw elU2 cuU2 suU2 tu2

The filename will be changed to the iChannel Express naming convention. This convention assigns each data
column a set of digits separated by a space. The table below lists what each digit represents:

Filename

2000 1 Jones 114152010 1249 38 1 3 1 123456 0 0_.eD2
2000 System ID

1 Not used

Jones Author's name

1 Author ID (up to 6 digits)

4 Month created

15 Day created

2010 Year created

12 Hour created

49 Minute created

38 Second created

1 Department number

3 Typist selection (up to 2 digits)

1 Worktype (up to 2 digits long)

123456 Subject (up to 15 digits long)

0 Only used for saved jobs

0 Priority status (0=non-priority — P=priority)
_ Separator

.eD2 Format extension
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iChannel Express — Advanced>Updates
- Updates

You can update iChannel Express from online or from the local network. When an update is found and
downloaded, the application will be quit and relaunched for the update to be applied. In the
iChannel\Upgrade\Previous directory is a copy of the previous version in case you need to ever revert back.

- Check for Online Updates

To check online for updates, go to File>Check for Online Updates. If there is a newer version you will be
asked if you want to download it. In order for the update to be applied, iChannel Express will be quit and
then automatically reopened.

- Check for Local Updates

iChannel Express looks for an Upgrade directory within its Dictation Directory for Local Updates. This
allows you to download an update from the internet once, then roll it out to each user without them ever
going online. This is a great solution for end-users who do not have internet access, are blocked by a
firewall, or you simply want each user to be running the same version of iChannel Express. So you would
download the update from online first, then copy the files to the Upgrade directory. Typically, only the main
application executable is available to update this way. For the update to be successful, do not rename any
of the downloaded update files.

N Example: If your Dictation Directory is \\server\dictations\files then the local

@ Upgrade directory would be \\server\dictations\files\upgrade. You would copy the
 updated files you downloaded to this directory.

To check, go to File>Check for Local Updates. If there is a newer version you will be asked if you want to
download it. In order for the update to be applied, iChannel Express will be quit and then automatically
reopened.
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Troubleshooting

For the latest and most extensive list of troubleshooting tips visit:
www.dacsolution.com/support/express

- Installation

iChannel Express — Troubleshooting>Installation

Issue —
Installer runs with
errors.

Possible Cause —
You do not have sufficient security
credentials to run the installer.

Solution —
Run the installer as an admin instead of a restricted
user.

Your operating system is not
supported by iChannel Express.

To determine this, verify your operating system is listed
under the Minimum System Requirements. If it is not,
install iChannel Express on a supported OS.

Issue —

iChannel Express
will not keep my
settings after being
closed.

Possible Cause —
You do not have sufficient security
permissions.

Solution -

On the iChannel Express application directory, assign
Full Control to your user account, or log into Windows
with an admin account.

Issue —
The foot pedal is not
being recognized.

Possible Cause —
The drivers have not fully loaded.

Solution -
Reboot your computer.

The USB port is bad.

Plug the foot pedal into a different USB port, preferably
one that you can verify is functioning correctly.

You have the foot pedal plugged
into a USB hub.

Some USB hubs are not compatible with the foot pedal.
Plug the foot pedal directly into one of your computer’s
USB ports.

Issue —

| get “iChannel
Express is in demo
mode” when the
application is
opened.

Possible Cause —
The foot pedal is not connected to
the computer.

Solution -

The product’s license key is embedded in the foot pedal.
To resolve this issue, plug the foot pedal into a USB port
on the computer.
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- After Installation

iChannel Express — Troubleshooting>After Installation

Issue —

| cannot request a
job because it is
listed as “In Use”.

Possible Cause —

The job was not successfully
returned back to In Queue status
and was left In Use.

Solution -
In Use jobs cannot be requested. You must return it back
to the queue first. To do so:

1. Right-click the job from the Job List (you may have to
change the Status filter to In Use to see it listed).

2. From the menu, choose Return to Queue.

3. Click OK to the popup. The job is now In Queue.

Someone is currently typing the job.

Only one user at a time may access a job. The first user
must return the job back to the queue, or mark it
Complete before you may request it.

I no longer have
sound.

Your headset or speakers are
unplugged.

Issue — Possible Cause — Solution -
The foot pedal is not|The foot pedal is not plugged in. Plug the foot pedal in a USB port. Quit and then re-open
responding. iChannel Express.
The USB port is not responding. Reboot the computer.
The current USB port is no longer | Plug the foot pedal into a different USB port, preferably
functional. one that you can verify is functioning correctly.
Issue — Possible Cause — Solution -

Plug your headset or speakers into your computer.

The sound is “muted” in Windows.

Uncheck the “mute” setting. In Microsoft Windows, this
can typically be accessed from the Sound control panel.

Issue —
The audio volume is
very low.

Possible Cause —
Your volume settings are low.

Solution -
Raise the system volume in Microsoft Windows.

If you have speakers or a headset that has adjustable
volume, verify these are not turned very low.

If older jobs do not have low
volume, that particular dictation may
have been recorded poorly.

Nothing can be done for that particular job. Future jobs
could be recorded at a higher volume.

Issue —
iChannel Express
will not open.

Possible Cause —
Windows is not responding

Solution —
Reboot your computer.

Application files are corrupted.

Reinstall iChannel Express.
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