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TouchType2 for Transcriptionists

Chapter 1 - Screen Overview

One of the first things that you will notice when logging in to TouchType2 is that
the screen looks completely different from older versions of TouchType. The
TouchType2 screens have been designed to allow you to perform all of your day
to day operations from one application, as opposed to having to switch back and
forth between TouchType and the Webtop. The TouchType2 applicationis split
into two main areas, the Navigation Tree and the TouchType2 workspace.

The navigation tree can be found on the far left of the TouchType2 screen. The
navigation tree is the best way to 'browse' any particular TT2 function. The
navigation tree is broken down into several 'sections’; each section consisting of
one or more ‘folder items'. (In order to view the folder items within a section,
click the + sign next to the section name).

The sections which will be displayed in the Navigation Tree depend entirely on
your login access level. As you click on any section, a tab for that section will be
opened in the TouchType2 workspace to the right of the Navigation Tree.

The four Transcriptionist sections displayed in the navigation tree are:
Transcription; Unsubmitted Reports; Rejected Reports, and Patient
Management.

1.1 Transcription

The Transcription Section contains all of the active voice files for your
transcription accounts. This section is most likely where you will spend the
majority of your time while working in TT2. When you select the Transcription
Section in the navigation tree, a Transcription Summary tab will open in the
TouchType2 workspace to the right. The Summary tab provides information as
well as quicklinks to the four folder items within the Transcription Section.

Clicking on any of the quicklinks or clicking directly on a folder item in the
Navigation Tree will open a corresponding tab in your TouchType2 workspace.
The four items available within the Transcription Section are: Selected,;
Reserved; Preferred; and Pool.

The Selected tab contains any voice files which you have selected to transcribe.
Any voice files that are listed in the selected tab are exclusively in use by you



and will not be available to other transcriptionists who work on your accounts. A
green arrow designates the voice file which you currently have in progress.

In addition, you will find an 'Auto Select' button at the top of the Selected tab.
When this button is activated (designated by a visible border around the button),
TouchType2 will select your next available voice file as you complete the voice
file you have in progress. (Note: You can turn Auto Select on and off by simply
clicking on the Auto Select button.)

The Reserved tab contains any voice files which your transcription manager has
reserved for you. Voice files are reserved exclusively to you and will not be
available for other transcriptionists who work on your accounts. Voice files in the
Reserved tab are considered the highest priority when using the auto select
feature of TouchType2.

The Preferred tab contains any voice files which your manager prefers that you
transcribe. Voice file preferences are created by your transcription manager
through the use of Preferred Rules. Preferred Rules can be based on voice
worktype, dictating physician, or both. Voice files in the Preferred tab are not
exclusively available to you. Any transcriptionist who has access to that account
will be able to select voice files that appear in your Preferred tab. Voice files
located in the Preferred tab are considered the next highest priority whe n using
auto select.

The Pool tab contains the remainder of the jobs in your Voice Pool. As with the
Preferred tab, voice files in the Pool are available to any transcriptionists who
have access to your accounts. Three features of the voice Pool which are not
available in the other Transcription tabs are the ability to Filter, the ability to Sort,
and the ability to Browse.

In order to filter the voice Pool, simply choose from the available selections in
the Accounts and/or Physicians dropdown boxes at the top of the tab. Once you

have made your selection, click the green arrow to the right of the dropdown
boxes.

In order to sort the pool by a particular column, simply click the Sort dropdown
button and select the column by which you would like to sort. Once you make
your selection the voice Pool will sort according to your choice.

The navigation tree allows you to quickly and efficiently browse your pool,
separated either By Account or By Physician. In order to browse the pool, simply
click on the Pool folder item in your Navigation Tree. TouchType2 will open two
options: By Account and By Dictating Physician.

If you prefer to browse by account, click on the By Account folder item. The
Navigation Tree will expand to include a list of available accounts from which to



select. Select the account which you would like to browse and atab for that
account will open in your TouchType2 workspace.

If you prefer to browse by dictating physician, click on the By Dictating
Physician folder item. A list of available dictating physicians will be displayed in
the Navigation Tree. Make a selection from the list in order to open a tab for that
particular physician.

NOTE: For both the browse By Account and By Dictating Physician features, only
those accounts and physicians who have available voice files in the pool will be
listed.

1.2 Unsubmitted Reports

The Unsubmitted Reports Section can be found in the Navigation Tree below
the Transcription Section. When you select this section, an Unsubmitted Reports
Tab is opened in your TouchType2 workspace to the right of the Navigation Tree.
The Unsubmitted Reports tab contains any newly transcribed reports which have
not yet been submitted from your PC. The reports in this tab are permanently
stored on your computer until either submitted (F4 or Crtl+F4) or deleted from
your PC.

The Unsubmitted Reports tab also contains any reports which you have opened
for editing but have not yet submitted. Any changes made to the reports listed in
the Unsubmitted Reports tab are considered temporary copies available only to
you. Any reports from this tab can be deleted without affecting the current version
of the report on the server. NOTE: If you open a report for editing by mistake or
subsequently decide that no changes need to be made, you should delete it from
the Unsubmitted Reports tab rather than submitting the report.

1.3 Rejected Reports

The Rejected Reports Section is located just under the Unsubmitted Reports
Section. When you click on this section, a Rejected Reports tab opens in your
TouchType2 workspace. The Rejected Reports tab lists any reports that have
been rejected by your dictating physicians. Reports can be opened for editing
from the Rejected Reports tab, corrected, and then submitted back to the
TouchType2 server for review by the dictating physician.

Just as with the Pool, the Rejected Reports section allows you to browse your
rejected reports. The browse options in Rejected Reports are: By Account, By
Dictating Physician, and By Transcriptionist. In order to browse by any of these
options, simply click on the appropriate folder item and the Navigation Tree will



expand to include a list of available items. Click on the desired item in the list in
order to open a tab containing the rejected reports for that item.

1.4 Patient Management

The Patient Management Section is located at the bottom of the Navigation
Tree. When you select the Patient Management section, a Patient Management
Summary tab is opened in your TouchType2 workspace. From the Patient
Management Tab you can: Create a Patient, Edit a Patient, Merge Two Patients,
or Delete a Patient. You can also use Patient Management to Find Patients
through the Patient Search.



Chapter 2 - Organizing your Workspace

In the screen overview chapter, we discussed the various tabs which can be
opened in the TouchType2 workspace. Working with so many different tabs open
at one time can be confusing, or at best difficult to manage. For this reason,
TouchType2 has been designed in a way which will allow you to completely
customize your workspace layout to allow you to operate in the most organized
and efficient manner possible.

2.1 Working with Tabs

By default, TouchType2 opens one tab for each section in the Navigation Tree.
As you click on any folder items within a section, the tabs in your TouchType2
workspace are replaced with data from your most recent selection. For example,
if you click on the Transcription Section, the Transcription Summary tab is
opened. If you then click on the Selected folder item, the Transcription Summary
tab is replaced by the Selected Tab. Similarly, if you then click on the Pool folder
item, the Selected Tab is replaced by the Pool.

So, what do you do if you want to view more than one tab within a section?
TouchType2 allows you to open as many tabs as you like through a right click
'‘Open in New Tab' context menu option. By right clicking on a folder item, and
then selecting 'Open in New Tab' you have the ability to open as many tabs as
you would like in your workspace.

It may take some time to get used to the multi-tabbed layout of TouchType2, but
once you have become accustomed to working with tabs, you will be able to take
full advantage of the flexibility of TouchType2.

Try it yourself!

In order to learn more about how to work with tabs, follow the
exercise below. Make sure to close any open tabs before
beginning.

Click on the Transcription Section

Then click on the Unsubmitted Reports Section
Next, click on the Rejected Reports Section
Finally, click on the Patient Management Section

= GO

Notice that you will have four tabs open in your TT2 workspace.



Now, try clicking on the various folder items beneath each Section
in the Navigation Tree.

Note: Any time you select a different folder item in the Navigation

Tree, no new tabs are opened. The Tab for that section is simply
replaced with the data from the folder item you selected.

Now, close all the tabs by clicking the X in the upper right corner of
the tabs. (You will have to click the X on each tab that you wish to
close.) WARNING! Don't confuse this with the X to close the
application. If you click this X then the whole application will shut
down, and you will have to login again.

Next, do the following:

1. Click on the Transcription Section

2. Now, right click on the Selected folder item and select Open
in New Tab

3. Next, right click on the Reserved folder item and select
Openin New Tab

4, Then, right click on the Preferred folder item and select
Open in New Tab

5. Finally, right click on the Pool folder item and select Open in
New Tab

Notice that now, instead of replacing the tabs, you have five
different tabs open; each tab representing a different folder item
within Transcription. Now notice that as you click on each folder
item in the Navigation Tree, TouchType will automatically jump to
the correct tab in your workspace.

Continue to experiment with tabs by browsing By Account and By
Dictating Physician in new tabs.

2.2 Tab Groups

One of the ways that TouchType allows you to more effectively organize your
workspace is through the use of tab groups. Tab groups allow you to organize
your workspace into either vertical or horizontal tabbed grouping levels. This can
be a very effective way of providing a 'split screen’ view so that you can monitor
several different aspects of your work at one time.



Creating a tabbed group is quite simple. Just right cick on a tab and select New
Horizontal Tab Group or New Vertical Tab Group. There is no limit to the number
of horizontal or vertical tab groups that can be opened on your TT2 screen.

Try it yourself!
In order to learn more about how to create tab groups, follow the

exercise below. Make sure to close any open tabs before
beginning.

1. Click on the Transcription Section

2. Click on the Rejected Reports Section

3. Right click on the Rejected Reports Tab in the TT2
workspace

4. Select New Horizontal Tab Group

Note that your workspace is now split into two different tab groups.
5. Click on the Unsubmitted Reports Section

Note that the Unsubmitted Reports tab opened in your bottom tab
group. (If you would like to add the tab to the top group, make sure
that the focus is on the top tab group prior to step 5).

6. Right click on the Unsubmitted Reports tab
7. Select New Horizontal Tab Group

Note that now your workspace has been split into three different
tab groups. You can easily resize each group by clicking on the
dividing bar between each tab group and then dragging the mouse
up or down.

Continue to experiment with tab groups by opening the Selected,
Reserved, and Preferred Transcription items in their own
horizontal tab group.

Once you have created one or more tab groups, you can easily arrange your
tabs in whichever order you prefer. In order to arrange your tabs, simply click on
the tab drag the mouse to the location where you would like your tab to be
located. You can change the tab order within a tab group, or you can drag tabs
from one tab group to another.

2.3 Saving Your Workspace



Once you have spent hours organizing, re-organizing, adjusting, and fine tuning
your workspace so that it looks exactly the way you want, the next obvious
guestion is , "Am | going to have to do this every time | login to TouchType2?"
Fortunately, the answer is NO! TouchType allows you to save and manage your
workspaces so that once you have created a workspace, you will not have to re-
create it ever again.

Managing your workspaces is done through the Window/Workspace menu item.
Through this menu item you can either save or delete workspaces from your
system.

In order to create a new workspace:

Organize your TouchType window exactly how you would like it to appear
Click Window

Click Workspace

Click Save Workspace As

Type a name for your workspace

Click OK

SOUhAWNE

Once you create a workspace, you can load it any time you wish by selecting it
from the Load Workspace drop down box on the tool bar. In addition, all of your
saved workspaces are available directly from the Welcome Screen when you first
load TouchTypeZ2.

More on Workspaces.

Whenever you create a new workspace, a corresponding XML file is saved
in your TouchType2\workspaces directory.

You can share your workspaces with co-workers by emailing them the XML
files located in this directory. Your co-workers can then copy the XML files
into their TouchType2\workspaces directory. The workspaces instantly
appear in the Load Workspace drop down box.

After you have created loads of new workspaces and you are ready to get rid of
some of them, you can easily delete workspaces through the Window/Workspace
menu item.

In order to delete a workspace:
1. Click Window
2. Click Workspace
3. Click Delete a Workspace
4. Click on the workspace you would like to delete



5. Click Delete
6. Click OK

Try it yourself!
In order to learn more about how to manage your workspaces,
follow the exercise below.

Open several tabs and arrange them into tab groups
Click Window

Click Workspace

Click Save Workspace As

Type My Workspace in the name textbox
Click OK

o U1 & Wi =

Now close all of your tabs by clicking the X in the upper right corner
of each tab.

From the Load Workspace dropdown box, select My Workspace.
Notice how your workspace loads.

Continue to experiment with workspaces by creating an 'empty’
workspace (all tabs closed). Switch back and forth between the
Empty workspace and the My Workspace workspace. Keep
switching back and forth until you feel that you have got the hang
of workspaces.




Chapter 3 - Working with Voice Files

In the preceding chapter, you became familiar with navigating through the
TouchType2 screens. You also learned how to save your workspace. Hopefully,
you are now comfortable with the software and are ready to get to work!

In TouchType2, workflow is primarily driven by voice files. Voice files can be
found in any of the tabs opened under the Transcription Section of Navigation
Tree (i.e. Selected, Reserved, Preferred, and Pool). In addition, you can locate
voice files on search results screens (see Searching for Voice Files).

There are several different actions that you can take on a voice file. At any time,
you can see which actions are available on a voice file through the context menu.
Context menu is another term for 'right click’, so if you simply right click on a
voice file in your workspace, you will see a list of everything that you can do to a
voice file.

In addition, there are keyboard shortcuts for all the different actions that you can
take on a voice file. You can reference the appendix for a complete listing of
keyboard shortcuts for TouchType2.

The remainder of this chapter identifies and describes the various actions that a
Transcriptionist can perform on a voice file.

3.1 Selecting a Voice File

The first and most common step in working with voice files in TouchType2 is to
select a voice file. Selecting a voice file simply means that you are going to pick
a voice file that you wish to transcribe.

When you select a voice file, the voice file is moved to the My Selected
transcription tab. Once you have selected a voice file, that voice file is no longer
available to any other transcriptionists who also work on your account. After
selecting a voice file, your voice player will launch and begin playing the voice
file.

You may note that you can have many voice files in your selected tab at one
time. In order to distinguish between voice files, you will notice that the voice file
which is currently In Progress will be displayed with a green arrow to the far left
of the voice file row.

There are several different ways to select a voice file in TouchType2. The best
way to select a voice file is by clicking the 'Get next voice file' icon on your
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toolbar. The get next voice function automatically locates the next voice file that
should be selected. It first checks your Reserved Jobs, then checks your
Preferred jobs, and then finally checks the Pool. Get next voice considers priority
and aging of voice files when making a selection.

You can also choose to manually select voice files. Right clicking on a voice file
record and then left clicking on Select will manually select a voice file.

There is an additional manual option for selecting a voice file called, Select and
Create Report. This option will be discussed in detail in a future chapter. For
now, let it suffice that this is another way to select voice files.

3.2 Completing a Voice File
Assuming that you have successfully selected a voice file, and have tanscribed

the report (creating reports is covered in a future chapter), the next obvious step
is getting rid of the voice file. In TouchType2, this is called completing the voice.

Completing a voice file means that you have listened to the voice file and typed a
report. You have decided that you do not need this voice file anymore. If for any
reason you have not finished working with the voice file, do not complete it. You
do have many other options described below.

Once you complete a voice file, there is no way to un-complete it. Of course, if
you complete a job by accident, you will be able to search for the voice file and
listen to it through a voice search. However you will not be able to put the job
back in the pool.

In order to complete a voice file, simply right click on the voice file and click on
Complete.

3.3 Suspending a Voice File
TouchType2 contains several features which help you manage voice files when
you run into problems and you can not complete your work right away.

The most common problem that our customers experience is that they get
interrupted while transcribing a report. Many times, they may start listening to a
voice file and realize that they do not have all the information that they need to
complete the job. In these situations, transcriptionists usually suspend a voice
file.
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We sometimes refer to suspending a voice file as the 'I'll do it later' option.
Suspending a voice file simply means that you are going to leave the voice file in
your selected tab, but you are going to pick something else to work on.

In order to suspend a voice file, simply right click on the voice file and click on
Suspend.

3.4 Marking a Voice File Incomplete
Sometimes, you may come across a voice file that you can not complete. In

these instances, you do not want to suspend the voice file; you just want to get
rid of it! You can remove any dictation from your Selected Tab by incompleting

it.
NOTE: Transcriptionists can only incomplete a dictation that is currently in
progress.

When you use the incomplete option, you have a choice of where you would like
the voice file to go. You can choose to return the voice file back to the pool so
that it is available for any other transcriptionist who works on your account. This
choice is most often used when a voice file is selected by mistake.

You may also choose to incomplete the voice and send it directly to a particular
person. This is particularly useful when you have a well established workflow for
how to handle problem voice files.

In order to incomplete a voice file, simply right click on the voice file, and click on
Mark Incomplete. A mark incomplete window will popup. The first thing that you
will see is a large text box for a note. All incomplete voice files require a note.
You should type a meaningful note in this text box. This note will pop up any time
someone selects this voice file in the future

Just below the note text box, you will find your routing options for the voice file:
The first option is Reserve To: ... If you choose this option, you will be
required to select from the available transcriptionists in the dropdown box
to the right. Only transcriptionists who have access to that particular voice
file worktype will be available in your dropdown box.

The second option is Return to Pool. If you select this option, then the
voice file will be sent back to the pool and will be available for anyone.

The third option is Suspend Voice File (Keep it in my Selected). If you
select this option, the voice file will remain in your Selected tab

12



After selecting the option that you prefer, click the OK button in order to route
your voice file.

3.5 Editing a Voice File

You may come across a situation where the data regarding your voice file is
incorrect and needs to be corrected. For example, a physician may have dictated
a voice file under the wrong ID number, or a physician may have dictated a case
as a regular priority rather than a high priority. In these situations, TouchType2
provides the ability to edit a voice file.

In order to edit a voice file, simply right click on the voice file and click on Edit.
You will have the choice to edit the dictating physician or mrn. The list of dictating
physicians is generated based on your user access. If you come across a
situation where you can not select the correct dictating physician you should
incomplete the voice file back to your MT Manager so that they can handle the
editing. In addition, if you need to edit a worktype or priority on a voice file you
should incomplete the voice to your manager for editing.

Usually when a dictating physician makes a mistake, he/she does not make a
mistake on only one voice file but multiple files. Instead of editing these voice
files one at a time, TouchType2 provides the ability to group edit voice files. In
order to edit a group of voice files, highlight all of the voice files that you wish to
edit. Then right click anywhere within the selected range and click on edit.

There are a couple of differences between the group edit and the single edit
screens. These differences are safety features designed to protect you from
making mistakes. First, you will notice that when group editing, you can not edit
MRN. Second, you will notice a check box next to Dictating Physician. This
check box is an extra confirmation measure.

When editing single or multiple voice files, once you make the necessary
corrections, click the OK button to save your changes.

3.6 Playing a Voice File

Sometimes you may not want to select a voice file. You simply want to listen to it.
If you want to listen to a voice file without selecting it, simply right click on the
voice file and click on Play.

3.7 Voice File Details
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One of the benefits of using TouchTypeZ2 is that we track everything about a
voice. For example, we track who dictated the voice, when the first
transcriptionist started working on the voice, if anyone edited the voice, any notes
of the voice, etc. You can view all of the information about a voice file through
the voice file details window.

In order to view the voice file details, simply right click on the voice file and click
on details. After clicking on this option, a window with three tabs will open. The
three tabs are General, History, and Notes.

The General tab contains all of the properties of the voice file. Please see the list
below:

Physician - This is the dictating physician for the voice file

MRN - This is the medical record number for the voice file if provided

Creation Date - This is the date that the voice file was sent to MDinTouch

Priority - This is the priority on the voice file (high or standard)

Duration - This is the length of the voice file in hh:mm:ss format

Worktype - This is the dictation worktype assigned at the time of dictation

Status - This is the status on the voice file (available, reserved,
selected, in progress, suspended)

Date Started - This is the date/time that the voice file was first selected

Date Finished - This is the date/time the voice file was completed

MT - This is the MT who completed the last action on the voice file

Ext. Creation Date - This is the date/time the voice file was created on the external
dictation system (ex. DVI box, Downloaded to the PC, etc.)

External ID - This is the original file name of the voice file before it came to
our servers

Incompleted Before - This is a flag which indicates whether this voice file has ever

been incompleted before

The History tab contains all of the actions that any user has taken on a voice file.
This tab includes the date/time of an event, the type of event, and who performed
the event.

The Notes tab contains a list of all the notes which have been added to a voice
file. In addition to viewing the notes, you can add a note directly into the voice
details window. Simply type the note and click add. Because notes are used so
frequently, we have added an additional context menu option to jump right to the
notes window from a voice file. Simply right click on the voice file and click on
View/Add Note.

Underneath the three tabs, you are presented with the following options: Refresh,
Always on Top, and Transparency. Click the refresh link to load the most current
data regarding your voice file. Click the always on top option if you would like the
voice file details box to remain on top of every other window. Use the
Transparency slider to see what is behind your Voice Details screen in the event
that you have chosen the always on top option.
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Chapter 4 - Searching for Voice Files

Now that you know how to work with voice files, it would seem that the next thing
that we should teach you is where to find them. So far, the only places that you
have seen voice files are through the Transcription Tab in the Navigation Tree
(Selected, Reserved, Preferred, Pool). There is in fact another way to locate
voice files; specifically, through the use of the Search Tab.

If you look very closely at the bottom of the Navigation Tree, you will see two
tabs: Browse and Search. So far, everything that we have discussed has been in
the context of the Browse Tab. However, there is more to TouchType2 than
browsing. By clicking on the Search Tab, the Navigation Tree will be replaced by
a Search Tab. This Search Tab is where you will go whenever you need to locate
a voice file or a specific set of voice files.

The Search Tab contains several different search types broken down into two
categories: Search Voice Files and Search Reports. The remainder of this
chapter is dedicated to learning how to use Search Voice Files.

4.1 Searching By Voice ID

The simplest type of search is searching by voice id. You would use this search
when you know exactly what you are looking for. Perhaps one of your colleagues
called you and said, "Hey | am having a problem with Voice #12345". Or you had
jotted a voice file number down on a piece of paper to look into at some other
point of time. Well, whatever the reason, if you know your voice file id, then
searching by voice id is exactly what you need.

In order to search by voice id, simply click the by voice id link in the Search Tab
A search voice files box will pop up. Enter the Voice ID in the text box and click
the Search button. Once you click search, a new tab titled 'Voice Search Results'
will be opened in your TouchType2 workspace. If you entered the correct voice
file id, this tab will contain one voice file. From your search results, you have the
ability to work with the voice file in any way you choose. You can right click on
this voice file and select it, suspend it, reserve it, etc; just as if it were in the pool.

Why can | sometimes not select a voice file from my search results?
You may find that sometimes you can not select, reserve, or edit a voice file
from search results. This will happen when the voice file in your search
results has already been completed.
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4.2 Searching By External ID

A less frequently used method of searching for voice files is searching by
external id.

In order to understand what an External ID is, it is first important to understand
how a voice file gets into our system.

Doctors usually dictate voice files into our system using one of two methods:
handheld dictation devices or telephone based dictation. In either situation, a
unique voice file ID is assigned when the voice file is first created. When the
voice files are sent to our server and loaded onto TouchType2, we assign our
own unique ID number. The number that we assign is the Voice File ID. The
original number that the handheld or phone system assigns is called the
External ID.

So, now that you know what an External ID is, how will you know when to search
by it? Most likely, the only times you will need to search by external id is if you
have an interface to TouchType from your own voice dictation system. You might
also use external id if a doctor tells you that he has a confirmation number or a
file name that he pulled off of his computer. These files names and confirmation
numbers are all external ids.

In order to search by external id, simply click the by external id link in the Search

Tab. A search voice files box will pop up. Enter the External ID in the text box
and click the Search button. Once you click search, a new tab titled 'Voice

Search Results' will be opened in your TouchType2 workspace containing any
voice files which were found as a result of your search.

4.3 Searching By Transcription ID

Another useful way to locate dictations is searching by transcription id. A
transcription ID is the unique identifier for a transcribed report. Every report
submitted into our system is assigned a transcription id. When you choose to
search by transcription id, you are essentially finding all the voice files associated
with a report.

In order to search by transcription id simply click the by transcription id link in the
Search Tab. (Make sure that you are clicking the link in the Search Voice Files
Section. There is also a by transcription id link in the Search Reports section also
located on the Search Tab.)

A search voice files box will pop up. Enter the Transcription ID in the text box and
click the Search button. Once you click search, a new tab titled 'Voice Search

Results' will be opened in your TouchType2 workspace containing any voice files
which were found as a result of your search.

16



4.4 Searching By All Other Criteria

We have covered several different ways to locate voice files when you know
exactly what you need. But what if you don't really know what you are looking for,
or you don't have any specific information at all regarding the voice file that you
need?

Just for this reason, we have included a search by all other criteria option in the
Search Tab. Searching by all other criteria will let you locate voice files based on
date range, who dictated the voice, which transcriptionist last touched the voice,
the worktype of the voice, or the status of the voice.

In order to search by all other criteria, simply click the by all other criteria link in
the Search Tab. A search voice files box will pop up. Enter the criteria for your
search in the appropriate space on the search window and click the Search
button. (It is important to note that every search requires at least one date range
spanning no more than 1 month.)

Once you click search, a new tab titled 'Voice Search Results' will be opened in
your TouchType2 workspace containing any voice files which were found as a
result of your search.

When searching for voice files by all other criteria there is an important phrase to
remember. "Sometimes, less is more", or more commonly put "Don't overdo it!"
You do not have to fill something in for every option that appears in the search
window. If you are trying to locate a voice file by date range, it may not be
necessary to enter the worktype, status, priority, and MT Lasthame. The more
specific your search, the narrower your results. Do not make your search so
specific that no results are returned.

Please find below a detailed description of each of the search criteria available in
search by all other criteria.

Trans Acc - This is the transcription account to which the voice file belongs

MRN - This is the Medical Record Number included in the dictation
(not always available)

Worktype - This is the dictation worktype ID assigned at the time of
dictation

Physician Last Name - This is the last name of the Physician who dictated the voice
file.

MT Lastname - This is the last name of the MT who most recently performed an
action on the voice file

Received Date - This is the date the voice file was received by our servers

External Creation Date -  This is the original date the voice file was created on the phone
dictation system or physician's PC
Status - This is the current state of the dictation.

17



Available -

Suspended -

In Progress -

Reserved -

Priority -

Find Only Incompleted
Voice Files -

Find Only Voice Files
with Notes -

Include Completed Voice
Files -

No one has the voice file suspended, reserved, or in progress

Someone has selected the voice file but is not currently working
on it

Someone is currently transcribing the voice file

The voice file is currently in someone's reserved queue

This is the priority of the dictation (high or low)

Check this Box if you want to find only incompleted voice files in
your search results

Check this box if you want to find only voice files with notes in
your search results

Check this box if you want to include voice files which have
been completed in your search results

4.5 Modifying Your Search

After you have completed a search, you may find that your search yielded no
results. You may have had too many results. Or you simply may have had the
wrong search results. For this reason, we have included a Modify Search button

on your searchresults screen.

In order to modify your search, click this button, and the Search Voice Files
window will popup with your previous search results already prefilled. Simply
change the search criteria and click the Search button again to view the new

results.

Changing your Search!
You may notice that you can change your search type directly from the
Search Voice Files popup window. In order to change the type of search that
you are performing, simply click the appropriate link in the popup window,
and the search criteria will change according to your selection.
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Chapter 5 - Creating Reports

After learning to work with voice files, the next important lesson is learning to
create reports. TouchType2 uses Microsoft Word as its word processing engine.
So for the most part, if yu are familiar with Word, you will have no problem
typing your reports in TouchType.

TouchType goes well beyond simply helping to type a report. TouchType controls
the entire workflow from initial report creation, to sending the report to the
dictating physician, to electronic signature, to routing the report to referring
physicians, and finally to storing and archiving the report for future access.

5.1 Creating a Report
In TouchTypeZ2 you can create a report at any time, from any screen. In order to
create a new report, simply click File and then New Report from the menu bar at

the top of the screen. A select transcription account window will pop up. Select
the appropriate account from the drop down box and click OK.

Once you have selected your transcription account a couple of things will
happen. First, all of the templates for your account will automatically be
downloaded to your computer. (This only happens the first time you select an
account.) Next, a Create Report window will open.

The create report window is where you will enter all of the metadata about your
report.

At the top of the create report window, you will find a transcription account
selection box prefilled with the TouchType account that you selected in the prior
step. If for some reason you picked the wrong account, do not panic, you can
change the account by clicking the Change button.

Based on the transcription account selected, you will have several different types
of data to enter for the report. TouchType uses something called server based
account settings. Account settings are determined by your transcription manager.
They define which data items are required, hidden, or optional for each account.
Because each transcription account can be configured with different server
based account settings, the Create Report screen may look different depending
on the transcription account that you choose.

If a data item is bold, you have to type something there. If a data item is not bold,
you can type something there if you want, but it is not absolutely necessary.
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Voice ID
The first item in the create report screen is Voice ID. Many customers prefer
entering a Voice ID because this is how you will link a voice file to a report.

Order ID

The second item in the create report screenis Order ID. Orders are often used
with interfaces or when the healthcare provider has office staff that enters
demographic and patient visit information into the system. An order can be
compared to asingle patient visit or a single procedure performed on a patient.

Using orders in TouchType is very simple. The easiest way to use orders is to
type the order id right into the create report screen. Alternately, b lookup an
order simply click on the lookup button to the right of the Order ID input box.

After clicking this button, you will be presented with a lookup orders window.
Type the patient medical record number and then click the Find Orders button.
(If you do not know the patient's medical record number click the lookup link to
the right of the MRN input box.) Once you click the Find Orders button, you will
see a list of available orders for the patient. The reason we say 'available' orders,
is because orders can only be used once. Pick from the list of available orders
and click OK.

More on Orders

Orders have a number of different data fields. Most of these you will never
use. They are reserved for interfaces to and from your healthcare provider's
information system. There are however a few data items that you will use to
help select an order. These items are displayed in the order selection
window. They are: date of service; order description; and routing slip.

For more information on Orders, please see Editing Orders.

MRN

For those of you who are using orders, MRN will be filled in for you. Actually,
DOS will also be filled in, so you can skip all the way down to Worktype.
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MRN stands for Medical Record Number. Some people call it patient id, some
call it chart number. Whatever you call it, MRN is a unique number that
represents a patient. Every report in TouchType2 requires a MRN. Sometimes
the physician will dictate the Medical Record Number, other times you may have
list of patients faxed to you on a daily basis.

If you know your patient's medical record number, simply type the number in the
text box and move on. Otherwise, click the lookup button to the right. This will
pop up a Patient Lookup window. Enter your search criteria and then click
Search. Select from the available patients, and click OK.

What do | do if my patient is not there?

Don't panic, just click on the Create Patient link at the top of the lookup
window. This will jump you right into the Create Patient application
component. Creating patients is covered in more detail in the chapter on
Patient Management.

D.O.S.

DOS stands for Date of Service. This is the date that the patient was seen at the
healthcare facility. This date is not the date you are typing the report, or the date
the doctor dictated the voice file.

In order to select the DOS, first check the box in the DOS text area. This
‘activates' the date picker. Next either type in the correct date of service, or click
the down arrow in order to select the correct date from a calendar.

Note: If you are using orders, the date will be filled in from your order. It is
possible to change the date of service after it has pre-filled, so be careful.

Worktype

Report worktypes are a way to classify reports into categories. There is a unique
list of report worktypes for each transcription account. Worktypes are created by
your transcription manager. If you have any questions about which worktypes to
select consult your manager.

In order to use report worktypes, simply click the lookup button next to the
worktype text box. Select a worktype from the list and click OK. If you find that
you are always selecting the same worktype over and over again, you can set a
default worktype through the Transcription Account Preferences component. For
more information on Transcription Account Preferences, please see the chapter
title Preferences.
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Dictating Physician

The next item in the create report screen is Dictating Physician. This is the
physician who will be signing the report. If you have entered a voice file ID, this
field will be populated automatically. Otherwise, simply click the lookup button
next to the dictating physician text box. Select the correct physician and then
click OK.

Routing Slip

Routing slips are used to ‘attach’ referring physicians to a report. You can add as
many routing slips to a report as you would lke. Upon electronic signature,
reports will be routed to the referring physician through the MDwebtop as well as
via fax.

In order to add a routing slip, click the Add button to the right of the routing slip
window. Type in the search criteria to locate your referring physician and then
click search. Highlight the physician on the right side pane and then click the
arrow to move the physician over to the left side. Repeat these steps for as many
routing slips as are required. If you make a mistake, you can always highlight the
physician in the left pane and click remove. When you are finished click the OK
button.

Template

Templates are required for every report created in TouchType. Templates are
pre-formatted Microsoft Word documents which have been designed to improve
workflow. Templates can contain letterhead, 'normal text', headings, and
bookmarks which will prefill data regarding your reports. For more template
information than you will ever care to know, please consult the Template Building
Guide available separately from MDinTouch.

Report Wizard

If you have just read this entire section and are thinking, "Am | really going to
have to remember this?" Well, no not really. TouchType2 uses an easy wizard
which will walk you through each step you need to take during the report creation
process.

If you simply press the enter key when the report creation screen first pops up,
the report creation wizard will begin. The wizard will prompt you for each data
item that is required in order for you to create a report. Once you have entered
the last required item, TouchType2 will proceed so that you can type your report.

5.2 Typing the Report
If you can use Microsoft Word, then you can use TouchType2 to type your
reports.

22



All of the advanced features of Microsoft Word are available when using
TouchType2. In addition, many of the medical dictionaries, word expander
programs, and other Microsoft Word plugins will work without difficulty.

Aside from a general knowledge of Microsoft Word, there are a couple of other
additional features of which you should be aware. The first of these are
bookmarks. Bookmarks are special sections of your Microsoft Word document
that are specifically formatted to pre-fill patient demographic and other
information into your report. For example, patient name, patient date of birth, and
dictating physician are a few of the many bookmarks available. (For a complete
list of bookmarks as well as how to use bookmarks when creating templates,
please consult the MDinTouch Template Building Guide.)

In addition to standard demographic bookmarks, there is a special type of
bookmark called the signblock. The signblock is the signature Ine at the bottom
of the report. The standard text which we use in the signblock is "THIS IS AN
UNSIGNED REPORT". Once the report is signed by the dictating physician, this
text is replaced with "THIS REPORT HAS BEEN ELECTRONICALLY SIGNED".

When typing your report, you should not delete any of the bookmarks.
Specifically, you should never delete the signblock.

You can set your Microsoft Word to display bookmarks through the tools/options
in Microsoft Word. In order to make bookmarks viewable:

Click Tools

Click Options

Click the View tab

In the Showsection make sure to check the Bookmark option

2R\

The last thing which you will need to know while typing in Microsoft Word is how
to toggle. Toggling is how you will switch back and forth between TouchType2
and Microsoft Word. This can be accomplished by using the F8 key. After you
finish typing a report, in order to toggle back to TouchType2 simply press the F8
key.

5.3 Where does my report go after | type it?

After you type your report, TouchType will save a copy of the report on your
computer. You can locate the report by clicking on the Unsubmitted Reports
section of the Navigation Tree.
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At any time, you can open the report again by highlighting the report and
pressing F8. You may also right click on the report and select Edit Text. (For

more information on editing reports, see chapter titled Editing Reports.)

In addition, you can delete the report by right clicking and then selecting Delete
Report. If you choose to delete the report, it will be permanently removed from
your computer.

Aside from editing and deleting the report, you also have the option of Saving
and Closing the Document. This will save and keep a copy of the report on
your computer until you are ready to submit it to our servers.

5.4 Submitting Reports
TouchType2 requires that all reports be submitted to our servers before anything
else can be done to the report.

Submitting a report takes the local copy of the report which you have just
transcribed and sends it through TouchType2 to the MDinTouch servers. From
our servers, any of your fellow transcriptionists as well as your customers can
locate the report and perform some action on it. (For example, they could sign
the report, they could reject the report, or they could edit the report.)

There are two ways to submit reports in TouchType2: complete or incomplete.

When you submit a report complete, you are basically saying, "I have typed the
report, and | am now ready to send it to my dictating doctor for signature."

Note: You can only submit reports from TouchType2. You can not submit a
report directly from Microsoft Word. In order to submit a report from
TouchType2, make sure your report is highlighted and press F4 (or in the
menu bar, click Report and then Submit Complete).

The other way to submit reports is incomplete. When you submit a report
incomplete, you are saying, "Hey, something is missing or not right, and | do not
have enough information to fix it. Take a look." In order to submit reports
incomplete, make sure your report is highlighted in TouchType2 and press the
Ctrl + F4 keys (or in the menu bar, click Report and then Submit Incomplete).
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Who can see complete vs. incomplete reports?

An important factor for you to determine whether to submit a report complete
vs. incomplete is who will need access to view the report. If you submit a
report as complete, then all office staff and dictating physicians will be able
to view the report. In addition, the report is ready to be signed.

If you submit a report as incomplete, then only MR managers, and dictating
physicians with specific access to view incomplete reports will be able to
access the report. The report can not be signed until it is changed from
incomplete to complete status.

A side note: Completing your Dictations

In most cases, as you type and submit your reports, you will most likely be
finished with the voice file. After submitting your reports, you should complete
your voice files as well.
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Chapter 6 - Improving your Workflow

If you have read this entire manual up to this point, you have learned how to
select a voice file and listen to it. You have also learned how to create a report
and submit it. While it is possible in TouchType to first select a voice, and then
create a report, in real life you will almost always want to do both at the same
time.

TouchType2 is all about improving your workflow. Assuming that the majority of
your daily workflow will be based on selecting a voice and typing a report at the
same time, it seems pretty silly to make you go through two different steps when
we can consolidate the process into one. For this reason, we have added an
additional feature which will allow you to select a voice file and create a report in
one step. This feature is called Select and Create Report.

6.1 Creating a Report From a Voice File

If you have been paying close attention to everything that you have read, Select
and Create Report may sound familiar. That is because we briefly mentioned
this option in a previous chapter on how to select voice files.

When you choose to Select and Create Report you are literally selecting the
voice file, moving it into your Selected Tab and then opening the Create Report
window. All with one with one mouse click.

One of the cool things about using Select and Create is that you are pre-filling
the Create Report window with valuable information. Voice File ID, Dictating
Doctor, and MRN are all prefilled when using the Select and Create option.
(Note: Not all doctors enter an MRN when dictating. If your doctor does not enter
an MRN, then this field will not be filled in automatically.)

Another benefit of using Select and Create is that your voice file and report are
permanently linked together. Therefore, at any time you can locate a report
based on the ID of the voice file or locate the voice file based on the transcription
ID of the report. (See Searching for Reports and Searching for Voice Files for
more on this topic).

Select and Create Report is simple to use. You can choose this option from any
tab that contains available voice files. For example, you can Select and Create
from the Pool, Preferred, or Reserved tabs. You can even choose this option
from search results. In order to Select and Create, simply right click on a voice
file and then click on Select and Create Report.

26



You may notice something different when you use Select and Create. After you
have finished typing your report and you switch back to the TouchType window
(using F8). There is something dangling off of the bottom of your voice file. Well,
that something is the report you just typed. Because the voice and the report are
linked, TouchType will display them together on your screen.

Creating Multiple Reports From One Voice File.

By the way, it is possible to create several reports off of one voice file. You
may need to do this if a doctor likes to dictate more than one patient per
voice file.

If you need to create an additional report from a voice file, your workflow is
slightly different. You obviously can not Select and Create Report because
your voice file is already selected. In this case, simply right click on the voice
file and click create report. TouchType will begin the report creation
process, and the new report will be linked to the voice file you have in
progress.

When you finish typing your report and return to TouchType you will notice a
second report dangling off of the voice file.

6.2 Submitting a Report and Completing the Voice File

TouchType2 also contains a Complete and Submit Report function.

Complete and Submit Report does exactly that; it completes your voice file, and
submits your report all in one step. In order to use the complete and submit

function simply right click on the voice file in your Selected tab and click on
Complete and Submit Reports. Notice the "S" at the end of that option. The

reason it says 'reports' and not ‘report' is that if you choose to use this option,
every report that has been created based on this voice file will be submitted as
well as the voice file being completed. (See Creating Multiple Reports from One
Voice File if you do not understand why you may have more than one report for
your voice file).

27



Chapter 7 - Searching for Reports

In the preceding chapter, you learned everything you need to know about how to
create reports. You were also briefly told what types of things someone could do
to your reports once they were submitted to our servers. But what we did not tell
you was how to find them?

Before you can do anything with a report, you will have to first locate it. Included
in TouchType2 is an extensive report searching tool we call Search Reports.
This chapter is dedicated to teaching you how to locate reports using Search
Reports.

Just as with searching for voice files, the Search Reports tool can be located by
clicking the Search tab at the bottom of the Navigation Tree.

The Search Reports tool is located just below Search Voice Files. Because they
are located closely to one another, it is important to make sure that you are using
the correct component. If you are searching for voice files, you should use the
Search Voice Files section. If you are searching for reports, you should use the
Search Reports section.

You will find the Search Reports Tool very straightforward and easy to use.
Similar to the voice search, when searching for reports, you will have several
different search options. The remainder of this chapter is dedicated to teaching
you about the different search types and showing you the best way to locate your
reports

7.1 Searching by Transcription ID

The first type of report search available is searching by transcription id. You
should search by Transcription ID when you know exactly what you are looking
for, and have the ID to prove it!

If you plan to search by Transcription ID, it may help to understand what a
Transcription ID is.

Every time you create a new report in TouchType2, the system creates a new
Transcription Record and assigns a Transcription ID. The Transcription Record
includes anything that happens to a report. All of the different versions of the
report, where the report was faxed, who viewed the report, etc. are all a part of
the Transcription Record. The Transcription ID is the unique identifier for the
Transcription Record.
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In order to search by transcription id, simply click the by transcription id link in the
Search Tab A search reports box will pop up. Enter the Transcription ID in the
text box and select the appropriate Transcription Account from the dropdown list.
Then click the Search button. Once you click search, a new tab titled 'Report

Search Results' will be opened in your TouchType2 workspace.

More on Transcription Records.

Whenever you create a report in TouchTypeZ2, it is assigned a Transcription
ID (Trans ID) and a Report Version ID. Only the most recent version of a
Report is available through TouchType, so once you make a change to a
report, you will not be able to access previous versions. This is not to say
that the report is immediately deleted. We do store older versions of reports
for 30 days. If you need to access a previous version of a report and it is less
than 30 days old, you will need to contact our office and provide us with the
version id of your report

7.2 Searching by Voice ID

Because reports and voice files can be associated in TouchType2, it is possible
to locate a report based on a voice file id. If you do not remember how to
associate voice files to a report please go back and read up on creating reports
and improving your workflow.

Locating a report based on a voice file can be extraordinarily useful in many
situations.

In order to search by voice id, simply click the by voice id link in the Search Tab.
A search reports files box will pop up. Enter the Voice ID in the text box and click
the Search button. Once you click search, a new tab titled 'Report Search
Results' will be opened in your TouchType2 workspace.

7.3 Searching by Patient

The most common type of search which you will perform will be searching by
patient. You will use this search when you want to pull up all of the reports for a
particular patient.

In order to search reports by patient, simply click the by patient link in the Search
Tab. A search reports box will pop up. Enter the search criteria in the text boxes
provided and click the Search button. A select patient window will appear. Select

one or more patients from the list and then click OK. Once you click OK, a new
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tab titled 'Report Search Results' will be opened in your TouchType2 workspace
containing all the reports for the selected patients.

7.4 Searching by All Other Criteria

If you want to locate reports based on any other criteria such as date range,
dictating physician, etc., use the search by all other criteria option.

In order to search by all other criteria, simply click the by all other criteria link in
the Search Tab. A search reports box will pop up. Enter the criteria for your
search in the appropriate space on the search window and click the Search
button. (It is important to note that every search requires at least one date range
spanning no more than 1 month.)

Once you click search, a new tab titled 'Report Search Results' will be opened in
your TouchType2 workspace containing any reports which were found as a result
of your search.

Remember, just as with the voice search, when searching for reports by all other
criteria, "Sometimes, less is more". You do not have to fill something in for every
option that appears in the search window. The more specific your search, the
narrower your results. Do not make your search so specific that no results are
returned.

Please find below a detailed description of each of the search criteria available in
search by all other criteria.

Trans Acc - This is the transcription account to which the report belongs
Patient MRN - This is the Medical Record Number assigned during report
creation
Patient First Name - This is the First Name of the Patient to whom the report
belongs
Patient Last Name - This is the Last Name of the Patient to whom the report belongs
Physician Last Name - This is the last name of the Physician who dictated the report
MT Lasthame - This is the last name of the MT who submitted the most recent
version of the report
Creation Date - This is the date the first version of the report was created
Last Modified - This is the date which the report was last modified.
Modifications include creation, edit, and signature
Date of Service - This is the date of service assigned to a report at the time the
report was created.
Status - This is the current state of the report.
Unsigned - The report is in a complete state waiting for signature.
Signed - The report has been signed by the dictating physician.
Incomplete - The report has been submitted in an incomplete state and
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needs to be edited or completed.

Rejected - The report has been rejected by the dictating physician and
needs to be edited and resubmitted.

7.5 Modifying Your Search

After you have completed a search, you may find that you had no search results.
You may have had too many results. Or you simply may have had the wrong
search results. For this reason, we have included a Modify Search button on your
search results screen.

In order to modify your search, click this button, and the Search Reports window
will popup with your previous search results already prefilled. Simply change the
search criteria and click the Search button again to view the new results.

Changing your Search!

You may notice that you can change your search type directly from the
Search Reports popup window. In order to change the type of search that
you are performing, simply click the appropriate link n the popup window,
and the search criteria will change according to your selection.

7.6 Report Preview

Assuming that you have successfully completed a Report Search and are
satisfied with the results, the next step would be to view the report. TouchType2
provides a report preview function which accomplishes just this.

In order to preview a report, simply right click on the report in your search results
grid, and then click on preview. A preview report window will popup containing
the text from your report. After viewing the report, you can close the report's
preview window by clicking the Close button. (There are a couple of additional
actions that you can perform from the preview window such as editing properties
and editing text for a report. Those actions will be covered later.)

Suppose that your Report Search has returned two or more results and you

would like to preview all of the results. It is not necessary to right click on each
report and preview it. You can preview multiple reports at once.
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In order to preview multiple reports, highlight all of the reports you wish to
preview. Then right click and select preview.

You will notice that the right and left arrow buttons will now be active. Click on the
buttons to navigate through the reports you have selected to preview. The bottom
of the preview window will note how many reports you have selected to preview,
and which one is currently being displayed. Once you have finished previewing
the reports, click the Close button at the bottom of the screen.

7.7 Report Details

In addition to previewing a report from your search results, you also have the
ability to view the report details. The report details contain any information that
you would possibly need to know about a report. The report details screen is
composed of five tabs: General, Order, Routing Slip, Notes, and History.

The General tab contains the most general information about a report. The first
field in the General tab is Trans Account. This is the transcription account in
which the report was typed. The second field is Trans ID. The Trans ID is the
unique identifier for a transcribed report. The third field is Voice ID which
indicates if a voice file is associated with the report. The next two fields are
Patient MRN and Patient Name which indicate the patient to whom the report
belongs. Next is the Worktype field which indicates the report worktype which
was selected during report creation. Following this, is the Dictating Doctor field
indicating who the dictating physician was for the report. The final field on the
General tab is the Template field which indicates which template was selected at
the time of report creation.

The Order tab is the second tab on the Report Details screen. This tab contains
all of the order information available for the report. Because there are so many
order fields, and most likely all of the data for orders will be populated by an
interface, we will not get into each specific field. For more information on the
fields available with orders, please consult the MDinTouch Interface Guide.

The next tab on the Report Details screen is the Routing Slip tab. Routing slips
were discussed in an earlier chapter, but just in case you forgot, routing slips are
used to "attach’ reports to referring physicians.

After Routing Slips, the next available tab is Notes. The Notes tab contains any

notes regarding the report you have selected. At any time, you can add notes to
a report by typing in the Add Note text box and then clicking Add. The date and

time of your note (along with your name) are attached to your note.

The final tab on the Report Details screen is the History tab. This tab is broken
down into two sections: the Audit History and the Fax History.
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Audit History shows everything that has happened to a report from the time it
was created. If anyone edits, signs, views, or faxes a report it is all logged in the
Audit History. The Audit History displays the Date, the report VersionID, the type
of Event, and who performed the action on the report.

Fax History shows the complete faxing records for the report including the date
and time of the fax, where the report was faxed, to whom it was faxed, and the
resulting transmission status (whether the report was successfully sent)

In addition to viewing the details on a report, you also have the ability to jump
right into report preview from the Report Details screen.
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Chapter 8 - Editing Reports
This chapter will educate you on how TouchType2 handles report editing.

There are two types of editing that can be performed on TouchType2: Editing
Text; and Editing Properties.

8.1 Editing a Report's Text

Editing a report's text simply means that you are making a correction to the
contents of your document. Maybe the doctor said left instead of right, maybe
you spelled a medication or diagnosis incorrectly. In these situations, you may
choose to edit a report's text.

You can edit the text from any report screen in the system. In order to edit a
report's text, simply right click on the report and click on Edit Text. A Microsoft
Word Document will popup containing your report. Make any changes necessary
and then return to TouchType and submit your report in the same way you do
when creating reports.

It is important to know two things about editing report text. First, after you choose
Edit Text from the right click context menu, TouchType will automatically change
the focus in your workspace to the Unsubmitted Reports Tab. (This is done
because once you switch back to TouchType, you will be ready to submit your
changes.)

Second, none of your changes to the report will be recorded until the report is
submitted to our servers. Therefore, if you pull up a report for editing by mistake,
or if you make changes to a report and realize that you have made errors beyond
repair, it is absolutely safe to delete the local version of the report.

Note the underlining! It is important that you understand this. Once the local
version of the report is deleted from the Unsubmitted Reports tab, it will be just
like nothing ever happened.

8.2 Editing a Report's Properties

The second type of report editing is editing a report's properties. Any time that
you have to change something more than just the simple text of a report, you
should choose to edit report properties.

At the time you create areport, you enter valuable information for the report

which will help you or your customers locate reports. Collectively, we group all of
this data under the category of Report Properties. Items such as Patient MRN,
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Dictating Physician, and Routing Slips are some of the types of metadata
included in a Report's properties. For example, if you notice that a patient's name
is spelled incorrectly on a report, or the 'CC: line' at the bottom of a report is
incorrect, this is most likely a result of a report's properties being incorrect.

Whenever faced with a situation like this, it is best to fix the report properties
rather than only fix the text in a report. The reason for this is obvious.

Imagine that a patient's name is spelled incorrectly on a report. Let's say that you
edit the report's text, but you do not edit the properties associated to the report.
What do you think will happen the next time someone tries to locate the report
searching by patient name? Right, they are not going to be able to find it
because the patient's name is spelled incorrectly.

Even worse, imagine that someone creates a new report based on that same
patient. Well, the new report is going to have the incorrect spelling

In order to edit a report's properties, simply right click on a report, and choose
Edit Properties. An Edit Report Properties window will pop-up. This window
contains global information on your report as well as general information, Order
Information, and Routing Slip Information. Modify the incorrect data and Click
OK.

You may notice that one of the data items that you have the ability to edit is the
template. It is important to note that if you choose to change the template of a
report, you will loose any text that you have transcribed in the previous version of
the document. It is very rare that you would choose to edit a template for a
report. However, if you do need to change the template, make sure that you have
copied the text from the previous version of the report.

It is also important to note the Review Changes in MS Word check box at the
very bottom of the Edit Report Properties window. If you choose to leave this
check box enabled, then every time you finish editing a report's properties,
TouchType will open your report so that you can edit the text. When the report is
opened, all of the bookmarks in the report will be updated to reflect the new
report properties. Therefore, if you chose to edit the patient's name in the report
properties, the patient name will be updated in the ext of the report when the
report is opened for editing.

8.3 Editing Order Information on a Report

Although we have warned you that Order Information usually comes from
interfaces and should normally be left untouched, you may be faced with a
situation where you must edit order information on a report.
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You can edit the order information directly from the Order Tab on the Edit Report
Properties Screen. From the Order tab, you can either choose to pick a different
order for a report, or actually edit the e xisting order associated to a report. In both
cases, once you make any changes to the order, the changes will be reflected in
the report's properties.
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Chapter 9 - Rejected Reports

When reports are submitted into TouchType2, they are made available to your
dictating physicians. In most cases, your reports will be fine, however, sometimes
your physicians are going to find something wrong with your report. In these
situations they may choose to reject the report.

The Navigation Tree in TouchType2 has a special section for Rejected Reports.
In order to see your rejected reports, simply click on the Rejected Reports
section, and a tab will open in your MT workspace.

Whenever a report has been rejected, the system requires that the rejecting
physician types a note indicating why they have rejected the report. For this
reason, the first thing that you may want to do when ‘working' your reject list is to
view the notes tab in the report details for your report. Right from the notes tab
you can preview the report, and then choose to edit the reports properties or text.
(If you can not remember how to do this, reference the previous chapter.)

Once you have edited the rejected report and submitted it into the system, the

new version of the report will replace the rejected version and become available
for signature by the dictating physician.

37



Chapter 10 - Patient Management

TouchType2 is designed around the concept of streamlining the workflow of
transcribing reports. However, it is important to remember that everything begins
and ends with the patient. Because of this, TouchType2 contains a complete
Patient Management application component. This component can be found at
the bottom of the Navigation Tree. Patient Management will allow you to create
patients, edit patients, merge patients, and delete reports from patient records.

10.1 Creating a Patient

The first task available in Patient Managementis Create a Patient ... Although
you can create patients directly through the Create Report window, there may be
some situations where you need to create a patient without creating a report. In
these situations, you should use the create patient functionality in Patient
Management.

In order to create a patient simply click the Create a Patient... link on the Patient
Management tab. The first thing that you will have to do is select the transcription
account in which you wish to create the patient. After you select the account, a
Create Patient window will pop up.

Just as with creating reports, the Create Patient window is specifically
customized according to your Transcription Account Settings. (For more
information on account settings, please refer to the chapter on creating reports.)

Below is a complete list of the data fields available when creating patients.

Depending on your account settings, you may not see all of these fields. If any of
the fields are missing, don't worry. Fill in all the relevant fields and then click OK

(required fields noted by a bold).

Transcription Account - This is the transcription account in which the patient was
created. In order to change the account, click the Change
button.

MRN - This is the medical record number for the patient. If you would

like the system to auto-generate the MRN enable the checkbox
for Auto Generate.

Last Name - This is the last name for the patient

First Name - This is the first name for the patient

Middle Name - This is the middle name for the patient

Date of Birth - This is the date of birth for the patient

SSN - This is the social security number for the patient
Gender - This is the sex of the patient.
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10.2 Editing a Patient

At any point after creating a patient record, you have the ability to edit the patient.
In order to edit the patient, simply click on the Edit a Patient by MRN ... link on
the Patient Management Tab.

Once you click on the link, you will be prompted to select a transcription account,
and enter the patient's medical record number. If you do not know the medical
record number, you can always click the lookup link to search for the correct
patient. After you have entered the transcription account and MRN, click the OK

button. An Edit Patient window will popup. Edit any of the demographic data that
needs to be corrected and then click the OK button at the bottom of the screen.

10.3 Merging Two Patients

Currently TouchType2 does not have a utility for merging patients. In order to
merge patient records, you must log in to the MTwebtop (www.mtwebtop.com).
In the future, a utility for merging patients will be added in Patient Management.

10.4 Deleting Reports for a Patient

In certain circumstances, you may be required to delete reports from
TouchType2. Once a report is deleted you can never retrieve it. In addition, once
a report is deleted, the lines for that report are not included in your accounting
results. For these reasons, it is very important to be sure you want to delete
patient reports before taking action.

If you understand the ramifications and still wish to delete reports, you can use
the delete reports function in patient management. In order to delete reports,
simply click the Delete Reports for a Patient... link on the Patient Management
tab.

After clicking this link, a find patient box will pop up. Enter the Transcription
Account and the MRN of the patient for whom you wish to delete reports and
click the OK button. You will be presented with a list of all the reports which
belong to the patient. You can preview or view the details of any of the reports by
clicking the appropriate icon to the right of the screen. Highlight the report you
wish to delete and click the delete icon to the right of the screen. The system will
require that you confirm that you wish to delete the report.

Because deleting reports have such permanent consequences, TouchType will
not allow you to delete more than one report at a time.

When you are finished deleting reports, click the Done button at the bottom of
the screen.
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10.5 Searching for Patients
There may be certain times when you do rot want to create a patient, edit a
patient, or delete reports. You may simply want to search for a patient. At any

point in time, you can search for a patient by clicking the Find Patient ... link on
the Patient Management tab.

After clicking Find Patient ... a patient search window will pop up. Enter any
relevant search criteria and click the OK button. A new Patient Search Results
tab will open up in your workspace.

You can right click on any of the search results in order to edit, or find reports for
that particular patient.
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Chapter 11 - Preferences

TouchType2 can be customized to meet your needs. All of the potential
customization options for your particular installation can be found in one of two
places,: Transcription Account Preferences and Options.

11.1 Transcription Account Preferences

Transcription Account Preferences can be located through the Tools menu item
at the top of the TouchType application. If you work on multiple transcription
accounts, you can set different preferences for each account.

In order to set your preferences, simply highlight the account on the left of the
preferences window. Then set the preferences for that account on the right side
of the window. The following preferences are available for each account.

Dictating Physicians

You can choose to either use a server list, or a personal list of dictating
physicians. The server list will include every possible dictating physician for your
healthcare organization. A personal list can be customized by you to include only
the specific physicians that you transcribe.

In most cases, you will always want to use the server list, however, there may be
a situation where there are so many physicians listed that you may want to
narrow down the list a bit. In order to use a personal list, select the Use My
Personal List option and then click the Modify button. A Manage Physician List
window will pop up. Highlight any physicians you would like to include and then
click the arrow to move them over to your personal list. When you are finished,
click the OK button. If at any time you wish to remove a physician from your
personal list, highlight the physician's name in the Personal List (left side) and
click Remove.

In addition, you can select a default dictating physician which will prefill any time
you are creating a new report. If you would like to select a default dictating
physician, simply click the Change button, select your physician from the list and
click OK.

Report Worktypes

Just as with physicians, you can choose to use a personal list of Report
Worktypes rather than the server list. In order to use a personal list, select the
Use My Personal List option and then click the Modify button. A Manage
Personal Worktypes window will pop up. Highlight any worktypes you would like
to include and then click the arrow to move them over to your personal list. When
you are finished, click the OK button. If at any time you wish to remove a
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worktype from your personal list, highlight the worktype in the Personal List (left
side) and click Remove.

In addition, you can select a default worktype which will prefill any time you are
creating a new report. If you would like to select a default worktype, simply click
the Change button, select your worktype from the list and click OK.

Templates

It is also possible to select a default template per account. In order to select a
default template, simply click the Browse button, locate the template you wish to
use as your default, and then click Open. At any time you can refresh your
template list by clicking the double arrow icon to the right.

Report Submission

At the bottom of the Transcription Account Preferences screen, you will find a
preference for Report Submission. This preference is usually reserved for
Trainees. If you choose to enable the check box, Always submit reports as
Incomplete, then every report that you submit will be marked as incomplete (even
if you choose submit complete).

Once you have made any necessary changes in your Transcription Account
Preferences, it is necessary to click the OK button in order to save your changes.

11.2 Options

TouchType Options can also be located through the Tools menu item at the top
of the TouchType application. Options are not specific to any particular
TouchType account. The options are global settings which will apply to any
account in which you are transcribing.

A description of the 5 options available in TouchType2 are listed below.

Display Welcome Screen on
Startup -

Warn me about overwriting
data when | select an order

Warn me when | switch
transcription accounts for my
report

Warn me when | switch

transcription accounts for my
patient -
Voice Player -

If this option is enabled, then every time TouchType
loads, the welcome screen will popup.

If this option is enabled, then every time you select an
order during report creation, the system will warn you
about overwriting data.

If this option is enabled, then every time you switch
transcription accounts for your report, the system will
warn you about losing your changes.

If this option is enabled, then every time you switch
transcription accounts for your patient, the system will
warn you about losing your changes

This option is where you set you default voice player
which TouchType will use when playing voice files. In
order to select a player, click the Browse button,
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navigate to the program you wish to use and click Open.
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Appendices

Appendix A - Complete Listing of Keyboard

Shortcuts

Screen
File Menu
View Menu

Voice Menu

Window Menu

Selected - Voice file suspended

Selected - Voice file in Progress

Selected - Voice file in Progress with
report attached

Function
New Report
Navigation Tree

Select

Select and Create Report
Complete

Edit

Play

Return To Pool
View/Add notes

Details

Selected Voice Files
Dictation Management
Unsubmitted Reports
Patient Management
Welcome Screen

Select

Select and Create Report
Complete

Edit

Play

Return To Pool
View/Add notes

Details

Create report
Suspend
Complete

Mark Incomplete
Edit

Play

Return To Pool
View/Add notes
Details

Create report

Suspend
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Shortcut

Ctrl+N

Ctrl+l

Ctrl+L
Ctrl+Shift+N
Ctrl+T
Ctrl+E
Ctrl+P
Ctrl+Shift+R
Ctrl+O
Ctrl+D

F9

F10

F11

F12
Shift+F1

Ctrl+L
Ctrl+Shift+N
Ctrl+T
Ctrl+E
Ctrl+P
Ctrl+Shift+R
Ctrl+O
Ctrl+D

Ctrl+N
Ctrl+U
Ctrl+T

Ctrl+l

Ctrl+E
Ctrl+P
Ctrl+Shift+R
Ctrl+O
Ctrl+D

Ctrl+N

Ctrl+U



Selected - Report attached to voice file

Reserved/Preferred/Pool

Dictation Management

Unsubmitted Reports

Rejected Reports

QA

Complete

Complete and Submit Reports

Mark Incomplete
Edit

Play

Return To Pool
View/Add notes
Details

Edit Properties

Edit Text

Save and Close Document
Submit as Complete
Submit as Incomplete
Delete Unsubmitted Report
Details

Select

Select and Create Report
Complete

Edit

Play

Return To Pool
View/Add notes

Details

Highlight All

Select

Select and Create Report
Complete

Edit

Play

Return To Pool
View/Add notes

Details

Highlight All

Edit Properties

Edit Text

Save and Close Document
Submit as Complete
Submit as Incomplete
Delete Unsubmitted Report
Details

Highlight All

Edit Properties
Edit Text
Details
Highlight All

Select

Select and Create Report
Complete
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Ctrl+T
Ctrl+Shift+T
Ctrl+l

Ctrl+E
Ctrl+P
Ctrl+Shift+R
Ctrl+O
Ctrl+D

Ctrl+E
F8
Ctrl+S
Fa
Ctrl+F4
Del
Ctrl+D

Ctrl+L
Ctrl+Shift+N
Ctrl+T
Ctrl+E
Ctrl+P
Ctrl+Shift+R
Ctrl+O
Ctrl+D
Ctrl+A

Ctrl+L
Ctrl+Shift+N
Ctrl+T
Ctrl+E
Ctrl+P
Ctrl+Shift+R
Ctrl+O
Ctrl+D
Ctrl+A

Ctrl+E
F8
Ctrl+S
F4
Ctrl+F4
Del
Ctrl+D
Ctrl+A

Ctrl+E
F8

Ctrl+D
Ctrl+A

Ctrl+L
Ctrl+Shift+N
Ctri+T



Create Report

Select a Transcription Account/Create
Patient/
Select a Worktype/Select a Physician

Lookup Order

Lookup Patients

Select Routing Slips

Template - Open

Template - Word Document

Edit

Play

Return To Pool
Find Reports
View/Add notes
Details
Highlight All

Transcription Account
Voice ID

Order ID

MRN

D.O.S.

Worktype

Dictating Physician
Routing Slips

Routing Slip - Add
Routing Slip - Remove
Tag

Template - Browse
OK

Cancel

OK

Cancel

Find Orders
OK
Cancel

Search
Clear
OK
Cancel

Search

OK

Cancel

Open

Next Bookmark

Previous Bookmark
Return to TouchType2
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Ctrl+E
Ctrl+P
Ctrl+Shift+R
Ctrl+F
Ctrl+O
Ctrl+D
Ctrl+A

Alt+T
Alt+V
Alt+O
Alt+M
Alt+D
Alt+W
Alt+P
Alt+S
Alt+A
Alt+R
Alt+G
Alt+B
Alt+O
Alt+N

Alt+O

Alt+N

Alt+F
Alt+O
Alt+N

Alt+S
Alt+C
Alt+O
Alt+N

Alt+S
Alt+O
Alt+N

Alt+O
F5

F6
F8



Appendix B - Screen by Screen Field
Descriptions

Voice File Grid

Voice ID: This is the unique MDinTouch ID number for the voice file.

Trans Account: This is the transcription account the voice file belongs to.

Date Received: This is the date and time the voice file was received by the
MDinTouch servers.

Dictating Doctor: This is the physician who dictated the voice file.

Duration: This is the length of the voice file.

Status: This is the status of the voice file (i.e. Available, In Progress, Reserved,
Suspend, Complete, or QA).

MRN: This is the medical record number of the patient.

Notes: These are the notes attached to the voice file by an MT.

External ID: This is the ID # from an external dictation system.

Ext Creation Date: This is the date and time the voice file was created on the
external dictation system.

Worktype: This is the dictation worktype.

Date Started: This is the date and time the voice file was first selected.

MT: This is the transcriptionist who worked on or is currently working on the
voice file.

Date Completed: This is the date and time the voice file was completed by the
transcriptionist.

Priority: This is the priority of the voice file (i.e. Normal or High - designated by
a red symbol).

Voice File Details

General Tab:

Transcription Account: This is the transcription account the voice fle belongs
to.

Voice ID: This is the uniqgue MDinTouch ID number for the voice file.

Physician: This is the physician who dictated the voice file.

MRN: This is the medical record number of the patient.

Creation Date: This is the date and time the voice file was received by the
MDinTouch servers.

Priority: This is the priority of the voice file (i.e. Normal or High).

Duration: This is the length of the voice file in minutes.
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Worktype: This is the dictation worktype.

Status: This is the status of the voice file (i.e. Available, In progress, Reserved,
Suspend, Complete, or QA).

Date Started: This is the date and time the voice file was selected.

Date Finished: This is the date and time the voice file was completed by the
transcriptionist.

MT: This is the transcriptionist who worked on or is currently working on the
voice file.

Ext Creation Date: This is the date and time the voice file was created in the
external dictation system.

External ID: This is the ID number from an external dictation system.
Incompleted Before?: This is if the voice file has been incompleted by a
transcriptionist before or not.

History Tab:
Date: This is the date and time an action on the voice file took place.
Event. This is the action that was recorded (e.g. Voice received, Job selected,

Job completed).
Performed By: This is the user that preformed the action on the voice file.

Notes Tab:

Note: This is the note that was attached to the voice file with the date, time, and

user who created the note.
Add Note: This is the section where a note can be added to the voice file.

Edit Voice File

Dictating Physician: This is the physician who dictated the report.
Worktype: This is the dictation worktype.

MRN: This is the medical record number of the patient.

Priority: This is the priority of the voice file (i.e. Normal or High).

Report Grid

Transcription ID: This is the report ID number, not to be confused with the
version ID number which is the ID number assigned for each modification of the
report.

Trans Account: This is the transcription account to which the report belongs.
Dictating Doctor: This is the physician who dictated the report.
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MRN: This is the medical record number of the patient.

Patient Name: This is the name of the patient.

Submit Status: During report submission, this section displays if there are any
errors which would prevent your report from being successfully sent to the
MDinTouch servers.

Creation Date: This is the date the report was created.

Worktype: This is the report worktype, not to be confused with the dictation
worktype.

Voice ID: This is the ID number of the voice file that corresponds to this report.
Order ID: This is the ID number of the order that corresponds to this report.

Tag: This is the "comment" field which can be used for different types of user
defined information (e.g. The type of examination, the external MRN for a patient,

etc.)
Status: This is the status of the report (i.e. Unsigned, Signed, Rejected or
Incomplete).

Sign Date: This is the date that the report was electronically signed.
Transcriptionist:  This is the transcriptionist that last edited the report in
TouchType2.

Date of Service: This is the date that the patient was seen or had the procedure
performed.

Modified: This is the date and time that the report was last modified.
Modifications include edits and electronic signatures.

Routing Slips: These are the physicians or facilities that will get an automatic
fax of the report and/or be able to access the report online.

Last Note Date: This is the date and time the last note was added onto the
report.

Create Patient

Transcription Account: This is the transcription account in which the patient is
being created.

MRN: This is the medical record number of the patient.

Last Name: This is the patient's last name.

First Name: This is the patient's first name.

Middle Name: This is the patient's middle name.

Date of Birth: This is the patient's date of birth.

SSN: This is the patient's social security number.

Gender: This is the patient's gender.

Mother's Maiden Name: This is the patient's mother's maiden name.
Nationality: This is the patient's nationality.

Religion: This is the patient's religious preference.

49



Create Report

Transcription Account: This is the transcription account in which the report is
being created.

Voice ID: This is the ID number of the voice file that corresponds to this report.
Order ID: This is the ID number of the order that corresponds to this report.
MRN: This is the medical record number of the patient.

D.O.S.: This is the date of service or the date that the patient was seen or had
the procedure performed.

Worktype: This is the report worktype, not to be confused with the dictation
worktype.

Dictating Physician: This is the physician who dictated the report.

Routing Slips: These are the physicians or facilities that will get an automatic
fax of the report and/or be able to access the report online.

Tag: This is the "comment" field which can be used for different types of user
defined information (e.g. the type of examination, the external MRN for a patient,

etc.).
Template: This is the Microsoft Word report template that you will use to type

the report.

Report Details

General Tab:

Trans Account: This is the transcription account to which the report belongs.
Trans ID: This is the report ID number, not to be confused with the version ID
number which is the ID number assigned for each modification of the report.
Voice ID: This is the ID number of the voice file that corresponds to this report.
Patient MRN: This is the medical record number of the patient.

Patient Name: This is the name of the patient.

Worktype: This is the report worktype, not to be confused with the dictation
worktype.

Dictating Doctor: This is the physician who dictated the report.

Template: This is the Microsoft Word report template that was used to type the

report.

Order Tab:

The order tab contains data that is usually populated by data that has come
directly from your health care customer's source information system. The data
usually is transmitted via interfaces into TouchType. For this reason, you will
most likely never have to enter or edit any data in the Order Tab.
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Account Number: This is the patient account number from the originating
system

Admission Date: This is the date the patient was admitted into the facility.
Assigned Bed: This field may hold different data depending on the specific
interface and/or customer.

Assigned Building: This field may hold different data depending on the specific
interface and/or customer.

Assigned Floor: This field may hold different data depending on the specific
interface and/or customer.

Assigned Loc Description: This field may hold different data depending on the
specific interface and/or customer.

Assigned POC: This field may hold different data depending on the specific
interface and/or customer.

Assigned Room: This field may hold different data depending on the specific
interface and/or customer.

Creation Date: This is the date the order was created or received through an
interface.

Date of Service: This is the date of service or the date that the patient was seen
or had the procedure performed.

Discharge Date: This is the date the patient was discharged from the health
care facility.

Encounter ID: This field may hold different data depending on the specific
interface and/or customer.

Entered By: This field may hold different data depending on the specific
interface and/or customer.

Entering Organization: This field may hold different data depending on the
specific interface and/or customer.

Entry Location: This field may hold different data depending on the specific
interface and/or customer.

Global Order ID: This is the MDinTouch unique identifier for an order.

Order ID: This is the ID number of the order from the originating system.
Ordering Physician:  This is the physician who ordered the study or
examination.

Patient: This is the patient's name.

Result Status: This field may hold different data depending on the specific
interface and/or customer.

Study Description: This field may hold different data depending on the specific
interface and/or customer.

Tag: This field may hold different data depending on the specific interface and/or
customer.

Trans Account: This is the transcription account to whichthe order belongs.

Routing Slips Tab:

Routing Slips: These are the physicians or facilities that will get an automatic
fax of the report and/or be able to access the report online.
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Notes Tab:

Note: This is the note that was attached to the report with the date, time, and
user who created the note.

Add Note: This is the section where a note can be added to the report.

History Tab:

Date: This is the date and time an action on the report took place.

Version ID: This is the version ID number which is assigned for each
modification of the report, not to be confused with the Transcription ID number.
Event: This is the action that was recorded. (e.g. New report created).
Performed By: This is the user that preformed the action on the report.

Report Properties

Transcription Account: This is the transcription account to which the report
belongs.

Transcription ID: This is the report ID number which is assigned for each
transcription thread. This number represents the entire lifecycle of the
transcrption (not to be confused with the version ID number which is assigned for
each modification of the report).

Patient MRN: This is the medical record number of the patient.

General Tab:

Voice ID: This is the ID number of the voice file that corresponds to this report.
Worktype: This is the report worktype, not to be confused with the dictation
worktype.

Dictating Physician: This is the physician who dictated the report.

Tag: This is the "comment" field which can be used for different types of user
defined information (e.g. The type of examination, the external MRN for a patient,
etc.).

Template: This is the Microsoft Word report template that was used to type the
report.

Order Tab:

Order ID: This is the ID number of the order that corresponds to this report.
D.O.S.: This is the date that the patient was seen or had the procedure
performed.

Study Description: This field may hold different data depending on the specific
interface and/or customer.

Entered By: This field may hold different data depending on the specific
interface and/or customer.
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Entered Location: This field may hold different data depending on the specific
interface and/or customer.

Entering Organization: This field may hold different data depending on the
specific interface and/or customer.

Assigned POC: This field may hold different data depending on the specific
interface and/or customer.

Assigned Building: This field may hold different data depending on the specific
interface and/or customer.

Assigned Floor: This field may hold different data depending on the specific
interface and/or customer.

Assigned Room: This field may hold different data depending on the specific
interface and/or customer.

Assigned Bed: This field may hold different data depending on the specific
interface and/or customer.

Assigned Location Description: This field may hold different data depending
on the specific interface and/or customer.

Date of Admission: This is the date the patient was admitted into the facility.
Date of Discharge: This is the date the patient was discharged from the facility.

Routing Slips Tab:

Routing Slips: These are the physicians or facilities that will get an automatic
fax of the report and/or be able to access the report online.
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Appendix C - Minimum System
Requirements

Minimum System Requirements

*500- MHz processor

*Windows®2000 SP4

*256 MB of RAM

*1024 X768 resolution display 16-bit color
*Microsoft Word® 2003

*Microsoft .NET Framework 1.1
*MDinTouch UpdateAgent

Recommended system configuration
*1.0GHz or faster processor

*WindowsXP Pro

*512 MB of RAM

*500MB free Hard Drive space
*1024X768 resolution display, 32-bit color
*Microsoft Word® 2003

*Microsoft .NET Framework 1.1
*MDinTouch UpdateAgent



