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How to Use This Manual

MedQuist instructional design is consistent with adult learning
theory that stipulates experiential learning. Our instructional
design is consistent with this idea in that it provides content
delivery from an instructor and hands-on exercises that learners
can complete with the instructor or independently.

Manuals contain:

e objectives and summaries at the module and topic level.
e content and exercises that improve job performance.

e practice exercises that enhance the transfer of knowledge,
skills, and abilities from the classroom to the workplace.

Modules and Topics - Each manual consists of modules that group
topics relating to specific tasks and skills. Each module lists
objectives to provide specific goals for learning. Modules also
supply a listing of prerequisite knowledge necessary for
completing the topics covered in the module.

Performance and Application - Each module ends with practice
exercises designed to help you learn the material presented in the
modules.

Manual Features

References - References to keyboard keys are presented in bold
type. Key combinations are referred to in the following format:
Alt + A. This means hold down the Alt key and press the A key at
the same time. Menu names and commands also appear in bold.

Special text - Information that you type or enter is presented in
italics or on a separate line in a typewriter font.
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Prompts - Messages displayed by programs are surrounded with
quotes and also appear in bold. For example, DOS displays the
prompt: “Insert the disk to format.”

Special symbols - The following symbols indicate important notes:

£ This symbol points out a note of additional information.

£ This symbol calls your attention to a very important note or

warning.

£\ This symbol indicates a tip or shortcut for a procedure you just
learned.

Q This symbol indicates a note that is specific to MedQuist or a
recommended setting for a field. Absence of this note indicates
that the field setting is determined by client specifications or
other requirements.

This symbol indicates a reference note.
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About This Course

About This Course

Course Description

This course covers creating and editing reports with SpeechQ
Report Station. Participants also learn how to re-open and re-record
reports, add addenda to reports, change passwords, set user
preferences, check in and check out reports, and insert auto-text. If
applicable to the participants’ on-the-job work environment, this
course also covers using barcode scanners to search for reports and
assign orders.

Course Purpose

The purpose of this course is to provide participants with the
required skills and knowledge to manage report workflow using
SpeechQ Report Station.

Course Audience

This course is intended for system administrators who use SpeechQ
Report Station.

Course Prerequisites

Prior to taking this course, participants must have taken the
following courses:

e Speech Recognition Introduction
e SpeechQ Workflow Introduction
e SpeechQ Introduction

Course Objectives

After completing this course, you will be able to:

e apply key SpeechQ concepts.
e log on to and navigate SpeechQ Report Station.
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e complete initial setup.

e work with reports.

e use resident and attending roles.

e use dictation features.

e use medical transcriptionist roles and transcription features.

e set user preferences, add report properties, apply filters,and
select columns.

¢ use Command Explorer, auto-texts, and the ConText
Lexicon.
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Applying Key SpeechQ Concepts

Module 1:

Applying Key SpeechQ Concepts

Module Description

This module covers applying key SpeechQ concepts that provide
prerequisite knowledge for SpeechQ Report Station users. Concepts
that this module covers include roles and work groups, recording
with speech recognition, and workflows.

Module Performance Objectives

After completing this module, you will be able to:

¢ understand roles and work groups.
e record with speech recognition.

¢ define SpeechQ workflows.

Module Prerequisites

To understand the concepts and perform the tasks in this module,
you should know how to:

e use Windows 2000 or later version.

Module Scenario

Your hospital has recently installed SpeechQ for Radiology. Your
tasks as a document author require you to use SpeechQ for creating
reports. First, you need to learn to apply key concepts that help you
understand how SpeechQ works.
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Applying Key SpeechQ Concepts

Topic:
Understanding Roles and Work Groups

Defining Users and User Roles

The term, “user”, is a person who interacts with the SpeechQ
system. A user can have a number of personal properties that the
SpeechQ system uses for identifying them. For example, each user
has a unique logon name.

All users have one or more user roles. User roles determine how
users interact with the SpeechQ system. For example, user roles can
determine the SpeechQ module with which you can work and the
workflow phases in which you are involved.

SpeechQ has the following predefined default user roles:

User Role Description

Resident Works with the Report Station module. In the workflow,

they are involved in the recording and review phases.

Attending Works with the Report Station module. In the workflow,

they are involved in the recording and approval phases.

Medical Works with the Report Station module. In the workflow,
Transcriptionist they are involved in the transcription phase.

Workflow Works with the Workflow Administration module. They
Administrator add users, define workflow types, define work types,

and define many other aspects of the workflow. They do
not participate in the workflow. Their tasks include
installing users, assigning access rights and user roles,
work types, and many other aspects of the workflow.

System Works with SpeechQ System Administration. They do
Administrator not participate in the workflow. Their tasks include
installing, configuring, and maintaining SpeechQ, as well

as system maintenance, backup, and archiving.

Using SpeechQ Report Station 11
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User Role Description
Patient Works with SpeechQ Patient Administration. They do
Administrator not participate in the workflow. Their tasks include

entering new patient and order data into SpeechQ
Patient Administration. Patient and order data will
subsequently be available to the users working with the
Report Station module.

ConText Works with SpeechQ Report Station. They take care of
Administrator ConText Adaptation for users who do not have the time

to perform it themselves.

After successful logon, SpeechQ recognizes a user's assigned user
role(s). The main window displays the user's Reports List with their
assigned reports and provides the functions relevant to that user
role. A document author can view buttons for creating new reports,
starting recording, review, etc. Users with multiple roles can switch
between user roles within a session without logging out.

Defining Work Types and Work Groups

SpeechQ uses the work type of a report and work groups as criteria
for automatically routing a report for transcription.

Defining Work Types

The work type is one of the properties of a report. Each work type
is associated with a template, a ConText (optional), and a radiology
image. The template is a pre-designed Word document that may
contain generic text and fields. As the report progresses through
the workflow, SpeechQ adds recognized, corrected or transcribed
text to the template. When the Workflow Administrator configures
the distribution matrix, SpeechQ establishes a direct relationship
between work types and work groups.

Defining Work Groups

Work groups organize users who have similar skills and
experience. For example, a Medical Transcriptionists work group
contains all medical transcriptionists in the organization.

12
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The Workflow Administrator assigns work groups to process
certain work types when defining the distribution matrix.

Every medical transcriptionist is assigned to one or more work
groups. However, medical transcriptionists have one work group
that is their primary work group from which they receive most of
their work. The primary work group processes reports that best
suit the medical transcriptionist’s skills. Assigning medical
transcriptionists to more than one work group works as load
balancing support. If some work groups are overloaded with work,
SpeechQ assigns reports for the overloaded group to different work
groups. SpeechQ reassigns these reports and they display on a
user's Reports List with different color-coding.

Defining Automatic Report Distribution

The automatic distribution of a report is a correlation between
work type, work group, and the workload of the associated work
groups.

A Resident or Attending can specify a Medical Transcriptionist to
work on their report. However, if none has been specified, SpeechQ
automatically routes the report to a work group. SpeechQ adds the
report to the worklists of all members of the work group. When a
member of the work group starts processing the report, it becomes
unavailable to any other member of the work group.

Using SpeechQ Report Station
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Defining Access Rights for Report Station Users

Access rights define the tasks and activities a user can perform in
the SpeechQ system. They are related to a specific user role. The
Process Definition Tool defines access rights.

SpeechQ installs with pre-defined user roles that already have a
specific set of access rights assigned to them. The Workflow
Administrator can modify these user roles. The pre-defined user
roles for SpeechQ Report Station are:

e Resident
e Attending

e Medical Transcriptionist

Defining Resident Access Rights

Residents are users who create reports with (recognition user) or
without (dictation user) speech recognition. As a Resident, you
have the access rights required to:

e create and record reports.

e edit sound files.

e assign reports to Medical Transcriptionists.
e review transcribed reports.

e adapt your ConText.

e change your personal properties.

Defining Attending Access Rights

Attendings are users who create reports with (recognition user) or
without (dictation user) speech recognition and sign off final report
documents. As an Attending you have the access rights required to:
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e create and record reports.

e edit sound files.

e assign reports to Medical Transcriptionists.
e approve and sign finalized reports.

e change your personal properties.

Defining Medical Transcriptionist Access Rights

Medical Transcriptionists are users who transcribe reports from
digital dictation. They also replace incorrectly recognized text for
authors who have created reports using speech recognition.
Medical Transcriptionists have the access rights required to:

e transcribe reports.
e correct errors in the report properties.
e change your personal properties.

Defining Workflows

A workflow is the automation of a business process during which
documents, information or tasks are passed from one workflow
participant (user) to another for action, according to a set of
procedural rules. The automation of the process ensures that
documents are not lost when they are promoted through the
different workflow phases.

Residents, Attendings, and Medical Transcriptionists work together

to process reports.

Using SpeechQ Report Station
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The following diagram shows a typical SpeechQ workflow. This
simplified workflow focuses on major phases with a direct
progression from one phase to the next:

speech recognitio

1. The Resident records the report and creates a sound file. If the
Resident is a recognition user, speech recognition also takes
place in this phase. SpeechQ promotes the report to the Medical
Transcriptionist.

2. The MT checks the report document for incorrectly recognized
words or types out the sound file. SpeechQ promotes the report
back to the Resident for review.

3. The Resident reviews the report. If the Resident accepts the
review, SpeechQ promotes the report for signing. Otherwise the
report is routed back to the MT for further work.

4. The Attending approves and signs the report.
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5. The report is delivered, for example, a document is printed or
the file is attached to an email.

6. The report is completed and archived.

Defining Phases and States

A phase is a distinct part of the workflow where a user processes
the report in a specific way. For example, recording, transcription
and review are all workflow phases.

Within each phase there are four predefined states: waiting,
waiting (checked out), suspended, finished. The diagram below
illustrates how these states follow on from each other and interact.

When a report is ready for the next processing step, its state is
waiting. As soon as this processing step is started (i.e. the report
opens), the report's state changes to waiting (checked out). If
processing is interrupted, the state changes to suspended. When
working is resumed, the state changes back to waiting (checked
out).

When a report reaches the state finished, it is promoted to the next
phase.

Using SpeechQ Report Station
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Defining Phases

The following table describes report phases in SpeechQ:

Phase

Description

Recording

The Resident or Attending records a report, and SpeechQ
creates a sound file.

Transcription

The Medical Transcriptionist creates a text document
manually from a sound file or compares the sound file
with the recognition result, which is the text SpeechQ
inserts into the document through speech recognition.
The MT edits the document and replaces any incorrectly
recognized words or phrases.

Review

The Resident checks that transcription has been

performed accurately.

Approval

The Attending reviews a Resident's report before signing
it.

Adaptation

ConText Adaptation takes place.

Delivery

There are two delivery phases:

e RIS Delivery: SpeechQ sends the report to an
external information system for storage (if you
are not connected to a HIS/RIS, SpeechQ still
executes this phase but with no result). If RIS
Delivery fails, the report remains in the RIS
Delivery phase with the state suspended. Once it
is successful, the second Delivery phase,

Document Delivery, occurs.

e Document Delivery: SpeechQ delivers the
report (printed, faxed or attached to an email). If
delivery fails, it remains in the Document

Delivery phase with the state “suspended”.

Completion

A report is waiting for archiving, and eventually

purging.

18
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The transition from one workflow phase to the next is “routing”.
The sequence of phases in a workflow is determined by its
workflow definition. This means the workflow definition defines
how SpeechQ routes documents from one phase to the next.
Routing is also an automated process.

Defining States
The following table describes report states in SpeechQ:

States Description

Waiting Indicates that the report has not yet been worked on in
this phase.

Suspended Indicates that report has been opened for work, but

closed again before it has been finished.

Waiting (checked Indicates that a report has been opened (checked out)

out) and is being worked upon at the moment.

Finished Indicates that a report is ready for promotion to the next
phase.

Using SpeechQ Offline

The normal way of working with SpeechQ is creating and
processing reports while connected to SpeechQ and the network,
also referred to as online operation. However, you can also use
SpeechQ offline. This means that a user is disconnected from
SpeechQ), which may be convenient for users with a slow network
connection. It also enables users to work on a laptop computer at
home or any other location.
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Working Offline

Working offline means very little change in a user's working

procedure. However, it is important to remember the following:

2

Existing reports must be checked out prior to disconnecting
from SpeechQ in order to be available for offline work.

Disconnecting from SpeechQ does not check out reports
automatically.

Reports cannot be promoted to the next phase while in
offline operation. A user must reconnect to SpeechQ and
check in a report for SpeechQ to be able to do this.

There are no patients/orders visible while working offline
(except where assigned to a checked-out report).

It is not possible to assign an order to a report while working
offline. You must reconnect to SpeechQ and check in a
report to do this.

If you create a new report while working offline, the ID code
assigned to it will be taken from a preset list of codes
provided by SpeechQ for each user. No more than 20 new
reports can be created in any one offline session.
Reconnection to SpeechQ automatically updates the preset
list with fresh codes.

When you reconnect to SpeechQ after working offline, a
message displays telling if any reports are checked out. You
then have the option to check them in.

Checking out a report gives you exclusive access to a report. No
other user, except for the Workflow Administrator, has access to
that report. If necessary, the Workflow Administrator can undo
your checking out of a report. However, any changes you have
made to the report offline will not be added to SpeechQ.
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If SpeechQ Administrator stops SpeechQ for maintenance while
you are working offline, you are not affected. However, when you
attempt to connect to SpeechQ again you may not be able to. You
will receive a message that the server cannot be found. You must
wait until SpeechQ is running again to check in reports. If SpeechQ
Administrator stops SpeechQ for maintenance while you are
working online, your PC will continue as if in offline operation.

Command & Control

The Command & Control function enables speech recognition users
to control SpeechQ using their voice. This provides an alternative
to using the mouse and/or keyboard. Commands are words or
phrases to achieve an action. Control means using commands to
navigate through windows, dialog boxes, documents, and so on.

All available commands display in the Command Explorer bar,
including alternative commands. For example, the command “New
Report” has the alternatives “Click New Report”, “Create Report”
and “Start Report”, all of which achieve the same result.

You can use this function to navigate through patient, order and
report lists as well as to make changes to documents. The
availability of commands depends on the workflow phase and the
speech recognition mode.
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Topic:
Recording with Speech Recognition

Recording with speech recognition means that a Medical
Transcriptionist does not need to physically type the speech an
author records. SpeechQ automatically creates a written report you
can check out and edit as necessary.

Your recording style can increase the quality of the speech
recognition. If you are new to dictation and speech recognition,
remember that word pronunciation has a strong impact on the
accuracy of speech recognition. When speaking into the
microphone, keep the microphone at the same distance from your
mouth at all times (approximately 1 inch/3 ¢cm is recommended).
Try to keep the volume of your voice constant, and speak smoothly.
Articulate individual syllables where necessary.

While recording your reports:

e speak naturally.
e articulate clearly.
e do not over-enunciate.

e speak at a normal pace and tone, even during everyday
phrases.

e dictate logically contiguous passages fluently.

e avoid excessive levels of background noise.
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As a rule of thumb, what sounds good to human ears is also easy to
recognize. Avoid over-enunciation and unnatural extension of
vowels. For example, deciding between "deer" and "beer" requires a
clear pronunciation of the consonants, while a lengthy "ee" will not
add any information at all. Good articulation emphasizes the
distinctive features of words, while still maintaining a normal
speaking rate.

Logically contiguous passages, such as dates or numbers, should be
dictated without long pauses. Looking up the last three digits of a
phone extension or reference code once you have already started to
dictate the number will most likely cause confusion with any
human listener, and it does not help the recognizer. If unsure, have
the information at hand before you start dictating.

Keep in mind that SpeechQ is able to learn and adapt. Do not try to
adjust your individual wording, but focus on a distinct articulation
instead. A consistent dictation style makes the process easier. For
example, there is no need to spell unique names if you use them
frequently, but you must spell names with an ambiguous
pronunciation. It can be useful to use the spelling alphabet.

Your ConText is also equipped to recognize certain text
conventions.

Increasing Recognition Accuracy

Recognition is based on standard English pronunciation and
grammar. Both native and non-native speakers of English should
speak naturally. With the adaptation process, SpeechQ
accommodates non-native pronunciations.

Initial voice training enables the recognition process to become
familiar with your speech characteristics. It requires the user to
read a series of sample texts.

Using SpeechQ Report Station 23



Applying Key SpeechQ Concepts

24

& Itis recommended that all speech recognition users dictate
several texts during initial voice training in order to increase the
initial accuracy rate of speech recognition.

Defining Adaptation

As you use speech recognition, SpeechQ adapts to your voice. Your
recognition rate improves the more you use speech recognition.
SpeechQ uses two types of adaptation:

e Acoustic Adaptation: This is a process that automatically
adapts SpeechQ) to a user's voice characteristics. This process
updates and improves the acoustic reference file (ARF). It is
always running (if enabled) in parallel with recognition.

e ConText Adaptation: This is a process that updates a user's
language model and the ConText Lexicon. It uses reports
that have been recognized and corrected, or adds words
from documents that were not created using speech
recognition.

Defining ConTexts

Your ConText includes a word list, also referred to as the ConText
Lexicon, which is specific to your area of work. The ConText also
contains the language model which provides statistical information
about words and in what combinations they may display. SpeechQ
for Radiology is delivered with a Radiology ConText.

The more you work with speech recognition, the better SpeechQ
adapts to your specific style of speaking. SpeechQ analyzes your
recordings and updates the language model accordingly. The word
list can also be expanded as needed by adding new words to the
ConText Lexicon. Both the language model update and the
detection of new words are performed during a process called
ConText Adaptation.
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The main principle of the ConText is “what you dictate is what you
get”. Generally, whatever is spoken will be converted into text.
However, there are some exceptions to this rule which increase the
accuracy of the recognition:

Exception Description

Hesitations Spoken hesitations do not display. For example, “um”
and “ah” are not included in the text.

Punctuation

For example, “period” and “comma” display as

punctuation marks instead of words.

For a full list of punctuation, see “Punctuation” in
the online Help file.

New line, new

In Microsoft Word, “New Paragraph” or “Next

paragraph Paragraph” is equivalent to pressing the Enter key once.
In Microsoft Word “New Line” or “Next Line” is
equivalent to pressing Shift + Enter.

Contractions Common English contractions are included, for example,
“it'll” becomes it will.

Numbers Your ConText recognizes different numbering strategies
depending on the textual environment, without the
necessity of dictating punctuation or instructions.

Dates For example “oh two oh three nineteen ninety nine “
becomes 02/03/1999.

Time For example, “two thirty five p m” becomes 2:35 p.m.

Ranges For example, “five to seven millimeters” becomes 5-7
mm.

Ratios

For example, “epinephrine one to ten thousand”
becomes epinephrine 1:10,000.
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Exception Description
Enumeration For example, “number one continue to monitor in the
telemetry unit period number two recommend follow-up
in two weeks period” becomes:
1. Continue to monitor in the Telemetry Unit.
2. Recommend follow-up in two weeks.
Vertebrae For example, “el five through ess one” becomes L5-51.
numbering

Units of measure

For example, “eleven point one centimeters by three

point one centimeters” becomes 11.1 cm x 3.1 cm.

Blood pressure

For example, “one sixty three over seventy” becomes
163/70.

Dosages For example, “Lasix forty milligrams p o ¢ a m” becomes
Lasix 40 mg p.o. g.a.m.

Ages For example, “a seventy nine year old male” becomes a
79-year-old male.

Catheters

For example, “six French left Judkins four point oh
bend” becomes 6 French left Judkins 4.0 bend.

Dictating Punctuation

When you disable automatic punctuation, SpeechQ recognizes the
following punctuation during speech recognition:

Punctuation How to Say It
Mark

period
’ comma

26
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Punctuation
Mark

How to Say It

exclamation mark, exclamation point

question mark

colon

semicolon

parenthesis, open parenthesis, left parenthesis

end parenthesis, right parenthesis

quote, open quote

end quote, end quote, close quote

slash

dash, hyphen

long dash

&

ampersand, and, and sign

(blank space)

blank, space

For more complex punctuation, including special characters, use

the spelling alphabet.
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Enabling Automatic Punctuation

When recording with speech recognition, you have the option to
use the ConText's automatic punctuation. This means that certain
punctuation marks do not need to be dictated. SpeechQ determines
when to insert these punctuation marks into the text.

The available automatic punctuation marks are:

period
comma ,
£ If you decide not to use the automatic punctuation feature, the

punctuation grammar of your ConText recognizes these
punctuation marks.
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To enable automatic punctuation, follow the steps below:

1. Click Settings > User Preferences. The User Preferences dialog

box displays:
x
| Recording I Speech Recognition I Hardware I Barcode I General I Muatifization I Colars I

Logon name al

First name Al

tiddle name A,

Lazt name Attending

Shirt narme al

Activated =

Organization unit <Al

Email address ah
Speech recagnition Yes

td obile input Mo

Woice characternistics Lower Pitch

Allow to change preferences Tes

|dger rolez Attending

Wwhork, groups D efault Attending YW ork Group

Office Phone

Paszzword...
] Cancel Help |
A
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2. Click the Speech Recognition tab. The Speech Recognition tab

displays:

) user Preferences

x|

Uzer F'ropertiesl Recording  Spesch Recognition | Hardwarel Earcodel Generall Nntificalionl Eolnrsl

— Speech recognition

v Use speech recognition

Iv futomatic pumctustion |
[” Background speech recogrition
¥ Show recagnizer previews
¥ Use Command & Contral
¥ Text zelection by voice
[ Command sound notification

Automatic
punctuation

Audio Wizard..

Iritial Training... |

rAdaptation
¥ Uze Conlest Adaptation

" Handle unknown words after finishing report
™ Handle unknown words |ater

¥ Update my acoustic references

¥ élwaps update data on server

[™ | Adaptation by ConTest Administrator

[ ox ]

Cancel Help |

3. Click OK. SpeechQ enables automatic punctuation.
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Topic:
Defining SpeechQ Workflows

A workflow is the automation of the document creation process
according to preset rules, which the process definition of a
workflow defines. The process definition of a workflow describes
all conditions involved in processing a document from start to
finish: phases, the sequence of phases, the participants (users), the
participants' roles, the properties attached to reports, and
applications involved in the document creation process.

Within a workflow, a phase represents a distinct unit of work that a
workflow participant who has the required user role performs.

A SpeechQ workflow is made up of a series of phases. Reports
progress through the workflow as SpeechQ automatically promotes
them from one phase to the next.

Different users participate in different phases depending on their
user role.

For more information, see “Users and user roles”.
Within each phase, a report may be in one of four states.
For a full list of phases and states, see “Phases and states”.

SpeechQ is a highly sophisticated and flexible workflow solution. It
provides workflows for different document creation processes.
These workflows can be easily adapted by your Workflow
administrator to suit the specific needs of your hospital. It is also
possible for your Workflow Administrator to design workflows
from scratch.
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The following workflows are examples of how users can work with

SpeechQ, they do not include every eventuality. The standard
workflow type covers all these workflows:

e Dictate-Edit-Sign
e Standard speech recognition workflow

e Standard dictation workflow
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Using the Dictate-Edit-Sign Workflow

The Dictate-Edit-Sign workflow type enables authors with the user
role of Attending to create and finish reports in one session,
without sending them for transcription.

The recording phase of this workflow includes recording, speech
recognition and correction. The user role involved in this workflow
is Attending.

The Attending selects an order and creates a report based on
that order.

The Attending records the dictation using speech recognition,
and corrects their report document.

The Attending signs the final report.

If the ConText Adaptation process detects unknown words in
the final report, SpeechQ prompts the Attending to determine
whether they want SpeechQ to handle the unknown words.

SpeechQ delivers the report as specified in the report properties
(printout, fax, email, or not delivered at all).

The report is ready for archiving and purging.

Using SpeechQ Report Station
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Using Standard Speech Recognition Workflow

Standard speech recognition workflow type is for creating a report
with speech recognition enabled whereby correction of the
recognized text is done in a different phase by a different workflow
participant. In this workflow type, the report creation and
processing involves different phases that require different user
roles. The user roles involved are Resident or Attending, and
Medical Transcriptionist. In addition, the routing between phases is
complex.

The following diagram displays a standard speech recognition

Order
selection

workflow:

Archive &
purge

1. The author selects an order and creates a report based on that

order.

2. The author records the dictation using speech recognition.
When recording finishes, the report progresses to the
transcription phase.
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3. The Medical Transcriptionist checks the report for incorrectly
recognized words and makes the necessary corrections. When
correction finishes, the report progresses to the review phase.

4. The author checks the report document. If the author rejects the
report, it is returned to the MT for further work.

The author accepts the report. If they are an Attending, they
sign the report and it progresses, after adaptation, to the
delivery phase. If they are a Resident, it progresses to the
approval phase, where an Attending checks it and then signs it.

5. SpeechQ prompts the author to handle any unknown words the
ConText Adaptation process detects. The report itself
progresses to the delivery phase.

6. The report is delivered as specified in the report properties
(printout, fax, email).

7. The report is ready to be archived.
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Using Standard Dictation Workflow

The standard dictation workflow type is for creating a report using
conventional digital dictation followed by manual transcription. In
a standard dictation workflow type, the report creation and
processing involves different phases that require different user
roles. The user roles involved are Resident or Attending, and
Medical Transcriptionist. In addition, the routing between phases is
complex.

The following diagram displays a standard dictation workflow:

Order
selection

Archive &
purge

1. The author selects an order and creates a report based on that

order.

2. The author records the dictation. When recording finishes, the
report progresses to the transcription phase.
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3. The Medical Transcriptionist transcribes the report document.
When transcription is finished, the report progresses to the
review phase.

4. The author checks the report document. If the author rejects the
report, SpeechQ returns it to the MT for further work.

The author accepts the report. If they are an Attending, they
sign the report and it progresses to the delivery phase. If they
are a Resident, it progresses to the approval phase, where an
Attending checks and signs it.

5. SpeechQ delivers the report as specified in the report properties
(printout, fax, email).

6. The report is ready for archiving.

G

SpeechQ for Radiology also supports transcription at the
MedQuist transcription platform.

Topic Summary
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Module Summary
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Performance and Application

Performing Your Skills

To perform the skills introduced in this module, complete the

following exercises:

1. What are the differences between phases and states?

2. What can you do to increase the accuracy of speech recognition?
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Module 2:
Logging On to and Navigating

SpeechQ Report Station

Module Description

This module covers logging on to and navigating SpeechQ Report
Station.

Module Performance Objectives

After completing this module, you will be able to:

¢ log on to SpeechQ Report Station.

e navigate SpeechQ Report Station.

Module Prerequisites

To understand the concepts and perform the tasks in this module,
you should know how to:

e use SpeechQ Report Station.

Module Scenario

Your hospital has recently installed SpeechQ for Radiology. Your
tasks as a document author require you to use SpeechQ for creating
reports. First, you need to learn how to log on to and navigate
SpeechQ.
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Topic:
Logging on to SpeechQ Report Station

To log on and access Report Station, you need a logon name and a
password. The logon name is a unique name the Workflow
Administrator defines for each user. Logon names enable SpeechQ
to recognize each user. The Workflow Administrator also defines
each user’s initial password, which users can change at any time.

For more information, see “Changing Your Password”.

If you mistype your logon name and/or password, you can enter it
again. When your current password is close to expiring, SpeechQ
might ask you to create a new password. You cannot re-use an old
password. If you do not set a new password before your existing
password expires, you no longer have access to SpeechQ Report
Station and you must contact your Workflow Administrator.

To log on to Report Station, follow the steps below:

1. Click Start > All Programs > SpeechQ > Report Station. The
logon dialog box displays:

x|
Speech

Report Station

Logon narne: Ial

Fazzword: I

] 4 I Cancel Help
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£ Windows 2000 users can click Start > Programs > SpeechQ >
Report Station.

2. Enter your Logon name in the text box.
3. Enter your Password in the text box.

4. Click OK.

Working Offline

The Offline work only option displays if there is no connection to
the Server at logon. Select it to work while disconnected from the
Server. To work on existing reports, you must have already
checked out those reports during your previous online session. You
can attempt to reconnect to the Server at any time by clicking the
Connect button on the standard toolbar.

If you have more than one user role, then immediately after logging
on you can select the user role you require for this session from the
User Role menu. You must be connected to the SpeechQ system to
change your user role. The user role you are currently logged on
with displays a check mark next to it.

SpeechQ Administrator can set the SpeechQ system to automatic
logoftf. This means that if you do not access the Report Station for
the set number of minutes the program locks. The logon dialog box
displays and you must enter your password before you can resume
work.
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To work offline, follow the steps below:

1. Click Start > All Programs > SpeechQ > Report Station. The

logon dialog box displays:

@ Speech( Report Station

-,

Speech{_J for Radiology

Report Station

Logoh harne: Ial

Pazzwaord: I

v Offline work only

= ]

Cancel Help

2. Enter your Logon name in the text box.
3. Enter your Password in the text box.
4. Select the Offline work only option.

5. Click OK.
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Topic:
Navigating SpeechQ Report Station

SpeechQ is a professional dictation and transcription workflow
application. SpeechQ automates the report creation process, from
recording to the printed document. SpeechQ comes with a number
of pre-configured settings (user roles, work groups, work types)
but is easily customizable to suit your individual needs.

The Report Station module is used primarily by Residents,
Attendings and Medical Transcriptionists to create and process
reports. All users have their own settings that determine how they
interact with the SpeechQ system.

When you use SpeechQ via the Internet, security encryption
protects all information and files.

Navigating the Main Window

The SpeechQ Report Station main window is your central starting
point. Its main element is the work area, which is composed of two
sections. The upper section is the view section, with the following
views available:

e Orders List view
e Patients List view
e Reports List view
e Document view
The lower section is the reference section. This section displays

information relating to the view section, such as report properties,
orders relating to a patient, patient properties etc.
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In addition to the work area are the following elements, all of
which can be manipulated to customize your overall view:

Item Description
Menu bar Provides a list of menu options and commands.
Toolbars

Provide functions relating to the workflow and working

procedure.

Command Explorer

Displays a list of spoken commands that enable you to
work with SpeechQ Report Station without having to

rely exclusively on the mouse or keyboard.

Actions bar

Provides buttons for all available functions relating to a
specific view. For example, when working in the Reports
List view, you will find buttons for creating new reports,

assigning orders to patients etc.

Notice Board Lists messages from SpeechQ, for example, regarding
reports that are checked-out or that are waiting for
adaptation.

Using Menus

SpeechQ Report Station provides the following menus:

e File menu

e Actions menu

e Toolbar menu

e User Role menu

¢ View menu

e Settings menu

Window menu
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e Instructions

e Auto-texts menu

e Alternatives menu

e PACS menu

e Help menu

Some of the functions contained in these menus may also be

available via keyboard shortcuts.

Using the File Menu

The File menu displays the following commands:

Command

Description

Log off

Logs you off and displays the SpeechQ Report Station

logon dialog box for another user to log on.

Reinitialize
Microsoft Word

Shuts down all instances of Microsoft Word and restarts
the application. This can be used in cases where report
documents are not responding to SpeechQQ commands.
This option is only enabled if no document is open in
SpeechQ.

2 This also closes Microsoft Word documents outside

SpeechQ. These should be saved and closed first, or
you might lose your other Word documents.

Exit

Logs you off and closes down the SpeechQ Report
Station.
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Using the Actions Menu

The commands in the Actions menu correspond to the available
buttons on the Actions bar. You can create more space for your
work area by closing the Actions bar and working with this menu
instead.

Using the Toolbar Menu

The commands in the Toolbar menu correspond to the functions
currently available on the Standard and Microphone toolbars,
giving you access to these functions without having to use the
mouse.

Using the User Role Menu

The User Role menu displays the user roles assigned to you. The
user role with which you are currently logged on displays a check
mark next to it. You can change your user role within a session by
selecting a different user role.

Using SpeechQ Report Station
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Using the View Menu

The View menu helps you organize your main window. A check
mark indicates that an option is active. The various options are:

Option

Description

Actions Bar

Shows or hides the Actions bar.

Reference Section

Shows or hides the reference section.

Command Shows or hides the Command Explorer bar.
Explorer
Notice Board Shows or hides the Notice Board.

Arrange Window

In the Document view, reverses the order of the document
section and the reference section in the work area.

Show Work Area In the Document view, shows or hides the document
section.
Toolbar Only In the recording phase, with the Document view open, this

option reduces the SpeechQ window and leaves only the
Recording toolbar visible.
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Using the Settings Menu

The Settings menu contains the following options that enable you
to view and change your personal settings:

Option

Description

User Preferences

Displays the User Preferences dialog box from which you

can personalize your user settings.

Default Report Displays the Default Report Properties dialog box from

Properties which you can enable and set default properties for your
reports.

Auto-texts Displays the Auto-texts dialog box. Auto-texts are pre-
defined text modules that you can insert automatically into
a report by saying a command or selecting them from the
Auto-text menu.

Edit ConText Displays the Edit ConText Lexicon dialog box, which

Lexicon

enables you to delete and correct words in your ConText
Lexicon.

Handle Unknown
Words

In the Document view, displays the Handle Unknown
Words dialog box, which enables you to add words from
your report to your ConText Lexicon.

New Auto-text

When you select text in the Document view, this option
opens the Auto-texts dialog box and places the text in the
Word document. In this way, you can create new Auto-
texts using text from reports.

Audio Wizard

Initiates the Audio Wizard from which you can adjust your

audio settings.

Initial Training

Initiates speech recognition training.
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Using the Window Menu

The Window menu lists views that are still open in the current
session. If you open a view without closing the current view you
can return to the previous view using this menu. The options are:

Option Description

Patients List Opens the Patients List view.
Reports List Opens the Reports List view.
Orders List Opens the Orders List view.

Reports that are currently open in the Document view are indicated
as follows:

Option Description
[User role] Indicates a report open in the recording phase, where
Recording hh:mm user role is the user role of the report's author, and

hh:mm displays the time when the report was opened, in
hours and minutes.

& The value for hh:mm should not be confused with
the report's creation time, as given in the Creation
date field of the Report Properties/Standard tab in
the reference section.

Transcription - Indicates a report open in the transcription phase.
hh:mm

[User role] Review - | Indicates a report open in the review phase.

hh:mm
Approval - hh:mm Indicates a report open in the approval phase.
Viewer - hh:mm Indicates a report open for reading only.
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Using the Alternatives Menu

In the recording phase, when the Document view is open, this
menu displays the Alternatives list, which contains all the
recognition alternatives for the selected word in the document. This
option is only active once speech recognition has been performed,
and is only available to the author and transcriptionists with speech
recognition rights.

Using the Auto-texts Menu

In the recording and transcription phases, when the Document
view is open, this menu displays all the Auto-texts available to the
user. Auto-text groups which are associated with the work type
assigned to the current report display on the first level. Click an
Auto-text group to display the Auto-texts it contains. These Auto-
texts can be inserted via Command & Control.

The All Auto-texts option displays all Auto-text groups available to
the user, and the Auto-texts they contain, regardless of work type.
You cannot insert Auto-texts using Command & Control, you must
insert manually.

Using the PACS Menu

The PACS menu displays all options and commands related to the
PACS system installed. This menu contains the following
commands and options:

Option/Command | Description

Always on Top in Select to make SpeechQ always visible in Dictation
Dictation Mode mode.

Always on Top in Select to make SpeechQ always visible in Command
Command Mode mode.

Always on Top in all Select to make SpeechQ always visible in all modes.
Modes
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Option/Command | Description

Pin SpeechQ Select to make SpeechQ visible, overriding all other
settings.
Show PACS Displays the PACS.

£ Thisis equivalent to the F11 keyboard shortcut.

SpeechQ Standby Closes all open reports, turns microphone off, and
hides SpeechQ.

Using the Help Menu

The Help menu commands related to the online Help system:

Commands Description

Contents and Index | Accesses the online Help system.

Log File Displays log file information and enables you to upload
Management log files to the server, see: Log file management.
About Displays the About dialog box with general version and

copyright information.

Using Toolbars
SpeechQ Report Station has the following three toolbars:

e Standard toolbar
e Microphone toolbar
¢ Recording toolbar

The toolbars and functions that display depend on your view and
workflow phase. Some of these functions may also be available via
keyboard shortcuts.
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Using the Standard Toolbar

The Standard toolbar displays buttons relating to the workflow and
working procedure:

Bl R @ B Y E 9

Disconneck Orders List Patients Lisk Feports List Filkers Colurmns Refresh

The Standard toolbar displays the following buttons:

Buttons Description

Connect Connects your PC to the SpeechQ Server, for online
work.

Disconnect Disconnects your PC from the SpeechQ Server, for

offline work.

Orders List Opens the Orders List view.

Patients List Opens the Patients List view.

Reports List Opens the Reports List view.

Import Opens the Import Dictation Files dialog box, enabling

you to import sound files from devices other than a
DPM and convert them into SpeechQ reports.

Filters Opens the Filters dialog box, where you can define
filter conditions to display only items with specific
properties.

Columns Opens the Columns dialog box, where you can select

which columns display in a list.

Refresh Updates the information displayed in a list view. For
example, in the Reports List view it adds any reports
that have been assigned to you since you opened the

view.
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Using the Microphone Toolbar

The Microphone toolbar displays the Microphone button you can
use to turn your microphone on and off:

K,

Using the Recording Toolbar

The Recording toolbar displays when you are recording a report. It
provides buttons for controlling recording and playback functions:

® & ® »p» W » @

Instruckion Flay Record Flayback Fewind Fast Forward Speling

£ The buttons available on this toolbar depend on your user role
and whether you are using speech recognition or not.

The Recording toolbar displays the following buttons:

Button Description

Instruction Starts and stops the recording of an instruction for a
report.

Play Starts and stops the playback of any instructions a report
might have.

£ This button only displays if the document author

records instructions for the report.

Record Starts and stops recording.
Playback Starts and stops playback of a dictation recording.
Rewind Moves back through a recording (Rewind function).
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Button

Description

Fast Forward

Moves forward through a recording (Fast Forward

function).

Insert/Overwrite

Switches between insert and overwrite mode while
working in the Word document. The default setting is

Insert.

& This function is only available during digital

dictation.

Slider

Adjusts the current position in the sound file.

& This function is only available during digital
dictation and asynchronous playback.

Spelling

Turns the Spelling mode on and off.

Using SpeechQ Report Station

55



Logging On to and Navigating SpeechQ Report Station

Actions —~

bar

Using the Actions Bar

Most user interaction with SpeechQ Report Station takes place via
the Actions bar. This bar provides buttons for all available
functions related to your user role, workflow phase, and list view.

To display the Actions bar, click View > Actions. The Actions bar

displays:

C! Speech) Report Station - [Attending Recording]
Wisw | Sethings ‘Window Instruckions Alkerpstives Auto-texts Help

E@ Eile Actions Toobar User Role

=181 x|

-8 X

Tk Show siork Area ® » 4 M H %’
= | Disconnect | Orderslist  Patients Toolbar Only tion Record  Playback  Rewind  Fast Forward  Spelin ]
Actions a x| [#] astions Bar A % [CommandEsplorer 3 x
- e — = . . Command groups
Er [0 @ I[~] meference Section B o-c- | @BDRE = &6 00 - »iA -7 N -
= ++|[v] command Explorer N R IR SRR SR SRR - SRR SRR -
Finish & Sign Be m : m : : . ‘ . '_H
[atice Board ™ = Actiors =
h Arrange Window ISt inish and Sign
Suspend oA andfor Tancy
. uspen
Radiclogy Report iscard
=l 3s3igh Order
Send for Transcription igital Dictatior
PATIENT HAME: Jane Winters ide Recooniz
= MR NUMBER: 343434
D d Ch
s e BIRTHDATE: 6/15/1973 5:26:00 AM
ORDER HUMBER: HM901800
Azzign Order
Fast Forward
- Speling
Hide Recognized Text LI - Record Instuct
+
B °
» ’ I I ¥
Digital Dictation Slee =4 | |
| Repart's Orders | Patient Properties | Patient's Qiders | Patient's Reports ®
Standard |Advanced| +
‘ ‘ ‘ ‘ | = Select Paragray
R A Delete word
| Repor name ah o - Gio to <SPOKE
(- Auto-Test <SP
Notice Board ]| i< Main Toolbar
r 8/18/2006 11:19AM A is pdate y | Auto-tests. isconnect
+- Orders List
- Patients List T
<] | 3

|TRAINUS ‘Conneeled ‘Altendmg,AlA[a\] |DefauIlAllendingWorkGloup |Attending 4

To hide it, click View > Actions and clear the checkmark.
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You can display the Actions bar in two ways, as indicated by the
pin icons. Click the pin icon to reverse the display.

When the pin icon is pointing down (-*), the Actions bar is pinned
open. When the pin icon is pointing to the side (#), the Actions bar
is unpinned and auto-hides.

Auto-hide means that when you move the cursor away from the
Actions bar, SpeechQ reduces it to a small sidebar on the extreme
left of the window during normal operation:

) Speechq Report Station - [Reports List] =1 x|
S(@ Fle actions Toolbar UserRole Wiew Settings Window Help -8 x
—

19% | 8 @ B % ¥ = o

= | Disconnect Orders Lisk Patients List Reports List Import Filters Columns Refre:

Cotunnname: [ -] Coumnvee [ Eind

My Workist | Queued | Completed |

RepotlD | ‘Wokllowtyps | Checksdoutby | Crestedby | Lsstmodried Phase Locked by Stats Used by PC Transter s
5238 | PSP workfon Ty Diavia, Michasl [m | 8/2472006 217 | Atterding Rcordh Waiing Nore
562 | PoRworklon T Divia, Michas! [m_| 672472008 407 | Attsrding Recordi Suspended Nore
5282 | FaR warkion Ty Riesiden, Fayman |£/24/2006 235 | Appraval Wailing Nene

258 | PSP Workfon Ty Diavis, Michae! [m_| /2472006 317 | Atterding Frecordh Suspended Nore

\ Unpinned Actions bar
in Auto-hide mode

1210jx 3 pUEwILGT

w)——tl

=

gl | |
Patient Propetties | Patient’s Oiders | Reports Orders | X
Fiepo D | Workilowlype | Checkedoutby | Crealed by Last madified Phase Locked by State Used by PC Transfer stale | (
4| | |
Notice Board 7 x|
|Dreport selected (of 4] [TRAINDS  [Conrected [Davis, Michael (md]  |Default Attending Work Group |Attending

You can restore the Actions bar by moving the cursor over the
sidebar. The Actions bar remains open until you move the cursor
away from it.

£\ Pinning or closing the Actions bar increases the space available
for your main work area.

&£\ You can access all Actions bar functions via the Actions menu.
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Using Actions Bar Buttons

The buttons on the Actions bar provide direct access to the different
SpeechQ Report Station functions, such as create or delete a report;
assign an order to a report. Clicking a button on the Actions bar
changes the content of the right pane according to the button’s
function.

Only buttons with functions available to your user role or in the
selected list view display. If a function does not relate to the current
stage of the workflow, the button may still display, but be
unavailable. Some of these functions may also be available via
keyboard shortcuts.

Using the Command Explorer

The Command Explorer bar lists all the spoken commands that are
available when working with SpeechQ Report Station:

C! Speech) Report Station - [Drders List] ;Iilﬂ
E@ Eile Actions Toobar UserRole Wiew Settings  Window Help -0 X
[ 7% S WEIEN
= | Disconnect Orders List Patients List Reports Lisk Import Filters Calumns Refresh : I

7%

Actions o= Command E xplorer

Caommand groups
Order [D: Ewarnination 10: Date: IAII j ’]AH e j
Search for: | Diders Without Repc ¥ Find |

OrderID /| Creation date Patient D Image Organisation Unit | ORD_Patient_Mame DHD_Dlderﬂ = Main Toolbar
3 11/18/2003 120 2000 Detaul Image Sarah Cline CR31287 FT- Disconnect
I3 11/18/2003 120 2001 Default Image Russle Smith CT451534 e
(- Patients List
47 T1/16/2003 120 2001 Default Image Fussle Smith RA471563 Reports List
51 11/18/2003 12.0] 2001 Default Image Russle Smith CT511629 Filters
52 11/18/2003 120 2001 Default Image Russle Smith RAB21648 E-Columns
[+ Refresh
bl 1141842003 12:0 | 2001 Detault Image Russle Smith MR541686
7[5 11/18/2003 120 2001 Default Image Russle Smith NME51705 Help

8 [56 T1/18/2003 120 | 2000 Default Image Russle Smith CTEG1724 Nest Window

New Report [offine]

2

Read Report

Patient Properties | Order Properties | Patient's Reports | * (- Mew Report
RepoitID | Workflowlype | Chocked oul by Crcated by Last modiied | Phase

State

/| e Find
- Al Orclers

[ Scroll Up
Scroll Down

Filter All
[ Properties
4

|- Microphonis Off

s — PRy, — — — - - Close WwWindow
< | 3 [=I- Orders

[ New Repart Difline
| Select [NUMBER]
/ - Deselect [MUMBER]

Command Explorer / DOrders Without Reports

Orders \With Reports |
- Select Repart [MUMBER]
[#- Deselect Repart [NUMEBER

N

Filter Last Hour
: S 5 Fiter Lot 24 Hours
Notice Board L (- Filter Last Week

T 8/25/2006 353PM A is avail toupdatey | Auto-tests. - Filter Last 3 Days
Filter Last Month

i

|0 order selected (of 200) [TRAINDE  [Connected  |ttending, AlA, (2] [Defaul Attending wWork Group
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These commands replace some of the more common mouse or
keyboard actions, which make SpeechQ Report Station easier and
faster to use than other dictation systems.

For example, you can use commands to view orders relating to a
patient, delete a report, or open a new report. When SpeechQ
recognizes a command, it displays in a small bubble next to the
Microphone toolbar.

Each command belongs to a command set, which contains all
commands relating to a specific work process, such as report
properties, spelling, recording etc.

For a full list of commands and command sets, see the
“Commands list” in the online Help file.

The Command Explorer bar is for reference purposes only —the list
is preset and you cannot alter it.
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Using the Orders List View

To open the Orders List view, click the Orders List button on the
Standard toolbar. The Orders List displays:

{0 speech Report Station - [Drders List] =& x|
@ Ele Actions Toobar UserBole Wiew Settings Window Help -8 x
5 Y Q@ [
Disconneck Orders List Patients List Reports List Filkers Columns Refresh =
T x Command Explorer 3 3
. Caommand groups
Order [D: Examination [D: Date: |AII j 0 commands =
ez Bt Search for | Orders 'Without Repe = Eind |
OrderID | Creation date Patient 1D Image Organization Unit | ORD_Patient_Mame ORD_Oider Dﬂﬂ (=1 Main Toolbar =1
2 1141872003 12:0 | 2000 Default Image Sarah Cline Raz1262 RA Disconnect
New Repot [offine] 3 /1572003 120 2000 Defatt Imsge Sareh Cine TRIZE w L
Q 46 11/18/2003 12:0| 2001 Default Image Russle Smith CT461534 cT Fieparts List
47 11418/2003 12:0 | 2001 Default Image Flussle Smith RA471553 Ra Filters
Read Report Columns
Fefresh
52 11/418/2003 12:0 | 2000 Diefaul Image Fussle Smith RAEZ1648 Rty Microphone Off
| 54 1141842003 120 | 2001 Detault Image Russle Smith | MRAS41686 ‘ MR Help
« | » Next Windaw
Patient Properties | Order Properties | Patient's Reports | Order's Reports x 5 dC\ose Window
rders
RepoitID | Workfiowlype | Checked oul by Created by Last modified Phase Stale Locke: New Report
1 [5220 PSP Workllow Ty Mtending, 414 (@ | 6/11/20061:08 | Transcrption Waiting Mew Report O
2 5213 PSP Workllow Ty Atending, A1 4, (3 |5/30/2006 4:48 | Transeription Waiting Select [NUMBE
3 [519 | PaP wekiiow Ty Eending. £15 (| 573072005 1113 | Completion Finished Desalect UM
in
415153 PSP Warkflow Ty Attending, Al A, (s | 5/22/2006 9:23 | Completion Finished &1 Orders
5 | 5206 PSP Wworkflow Ty Altending, Al 4 [a |6/21/2006 1:17 | Attending Review W aiting Orders Wwithout
B [6223 | FaPwolion Ty Allending, 214 (3 | 6/22/2008 3:22 | Transaiiption Suspended E'da's "f"h Re
waminations  —!
7 |5222 PSP wiorkflow Ty Attending, Al A, [a | 7/6/2008 252 P | Transcription Wailing Serll Up
g |52 PSP warkflow Ty Ahtending, Al & [a | 7/7/2006 12:59 | Transcription “waiting Scrall Down
Filter Last Hour
Filter Last 24 H
Filter Last Weel
Filter Last 3 D&
Filter Last Mant
Filter Al
= Properties
- Patient Properti ™
| »
L | =]

|1 order selected (of 200]

[TRAINDS  [Connected  [Attending, A1, (4]

|Defaull Attending ‘Wwark Group |Attending
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Using Quick Filters
You can specify which orders and examinations display in the
Orders List by entering or selecting a value in one of the quick
tilters above the list and clicking Find:

Quick filters

Order 1D: I Exarninatian 1D I JDate:IAII j

Search for: ID[dEIS ‘wiithout Fepc Yl Find |
ORD_(rder DHH Find

OrderID Creation date Fatient 1D Image Organization Unit | ORD_Patient_MName

=1 (2 11/18/2003 12:0| 2000 Default Image Sarah Cline R&21268 Ra

.. 2 (3 11/18/2003 12:0| 2000 Default Image Sarah Cline CRI1287 CR

.. 3 |46 11/18/2003 12:0| 2001 Default Image Russle Smith CT461534 CT

.. 4 |47 11/18/2003 12:0| 2001 Default Image Ruszsle Smith R&d471553 Ra

.. 5 1141 3 2 Default Image R Smith CT511629

.. E |52 11/18/2003 12:0| 2001 Default Image Russle Smith FR&521648 Rd

.. 7 |54 111872003 12:0| 2001 Default Image Russle Smith MRS41 626 MR _Ij

»

-

An Administrator with access to the Data Definition Tool module
defines these quick filters. The Administrator can define up to eight
filters. The following table displays four common examples of
quick filters:

Quick Filter Description

Date Select a value from the list and click Find to display only
orders created in the last hour, last 24 hours, last three

days, last week, and last month.

Search for Use this function to make a more general search. The

available options are:
e All orders: all orders in SpeechQ display.

e Orders without reports: only those orders for
which no report has yet been created display.

e Orders with reports: only those orders for which
a report has already been created display.

Order ID Enter the appropriate ID number and click Find to search

for a specific order without a report.
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Quick Filter

Description

Examination ID

Enter the appropriate ID number here and click Find to
search for a specific examination.

& You can also use the Filters button on the Standard
toolbar to refine your search parameters further, and
also limit the number of items in the list in your user

preferences.

Find

Leave all quick filters empty and click Find to display all
the orders in SpeechQ (or as many as are permitted by
any standard filters you have applied).

& When all orders are thus displayed, the individual
order which is selected will depend on the last quick
filter you applied. This will not necessarily be the
order at the top of the list.

Displaying the Orders List

The Orders List displays the order properties in columns. You can
decide which columns display via the Columns button on the
Standard toolbar. You can also arrange the order in which they
display in the view section using drag-and-drop.
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A plus sign (+) next to an order indicates that there are
examinations associated with this order. Click the plus sign icon to
display the examinations:

Order [D: I E xamination 0 Date: |all j
Search for: IDrders ‘wiithout Repc "I Find |

Order I ¢ | Creation date Patient [D Image Organization Unit | ORD_Patient_Mame ORD_Order CIF!iI
1|2 1141842003 12:0 | 2000 Default Image Sarah Cline R&21268 Ra
=R E 1141842003 12:0 | 2000 Drefault Image Sarah Cline CR31287 CR
E =amination 1L Creation date ExM_Body Part E*M_Order E¥M_DateofService
3 (13 1141842003 12:0| Left knee CR31287 872372004
? 4 (14 1141842003 12:0 | Left wrist CR31287 8/23/2004 Examinations
? 5 (1015 1141842003 12:0 | Pelvis CR31287 8/23/2004 —
? E [101E 11/418/200312:0] T-Spine CR31287 8/23/2004
7 |17 1141842003 12:0 | Right Hand CR31287 8/23/2004
Order I ¢ | Creation date Patient [D Image Organization Unit | ORD_Patient_Mame ORD_Order oR
4.8 |46 1141842003 12:0 | 2001 Default Image Ruszle Smith CT4E1534 CT
&3 | 47 114M18/2003 12:0 | 2001 Drefault Image Ruszle Smith F&471553 R |
-
< | |

The Orders List supports selection by barcode. If you have a
barcode scanner and your system is configured correctly you can
use a barcode to select a report.

If you have selected an order or examination and want to deselect
it, you can use either a voice command or press Ctrl and click it
with the left mouse button.
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Using the Reference Section

The reference section displays information relating to the selected

order:

Patient Properties | Order Properties | | Order's Reports b4
Fepart 1D workflow type Checked out by Created by Last modified Fhase State Locke:

1 (5220 PSP workflow Ty Attending, A4 (3 | 8/11/2006 1:08 | Transcription W aiting

2 |5219 PSP wWorkflow Ty Altending, &1 4. [a [5/30/2006 4:48 | Tranzcription W aiting

3 | 5194 PSP wWorkflow Ty Altending, &1 4. [a [5/30/2006 11:13 | Completion Finizhed

4 | 51493 PSP wWorkflow Ty Alttending, &l &, [a [5/22/2006 9:23 | Completion Finizhed

5 | 5206 PSP workflow Ty Attending, &1 &, [a [6/21/2006 1:17 | Attending Review Waiting

E | 5223 PSP wWorkflow Ty Altending, &1 &, [a [6/22/2006 322 | Tranzcription Suzpended

7| B2z2 PSP wWorkflow Ty Altending, &1 4. [a | 7/6/2006 352 P | Transcription W aiting

8 |52 PSP wWorkflow Ty Alttending, &1 4, [a [ 7/7/2006 1253 | Transcription W aiting

The available tabs are:

Tab

Description

Patient Properties

Displays the properties of the patient associated with the
selected order.

Order Properties

Displays the properties of the selected order.

Patient’s Reports

Displays information relating to other reports associated
with the same patient as the document.

Order’s Reports

Displays information relating to other reports associated
with the same order as the document.
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Using the Patients List View

To open the Patients List view, click the Patients List button on the
Standard toolbar. The Patients List displays:

Speech) Report Station - [P. nts List]

U

v

@ Ele actons Toobar UserBole Wiew Settings Window Help

LY

=181 x|

- &

x
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|11 patients

[TRAINDS  [Connected  [Attending, A1, (4]

|Defaull Attending ‘Wwark Group

|Attending
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sconmect | Orders List  Patientslist  Reportslist  Fikers  Columns  Refresh
Actions 1 x| Command Explorer a3 x
i Caommand groups
; [Fetitlne I Eind Al commands -
New Repart Cication dote | PTN_Palient_Name | FTN DateofBith| PTN_MRNUM | PTH_Attending |
o 1 Dr. Guzana Bt AT =
= H Disconnect
New Fieport [offine] 3 (1141872003 12:0 Jane ‘Winters BA5M19735:26:0 | 343434 Dr. Surit K. Singh U'd_e's List
4 [ 1171872003 12:0 Brian Ellsworth /151976 3410 | 217273 Dr. Herman Fishe :ZE?S 'L'I‘SS:
E] 5 [11/18/2003 120 Maria Elias 5/12/1980 10:32 | 454545 Dr. Jeffiay O'Neil Filers
Fead Repart & [11/18/2003 12:0| Robin Brown 12/25/1995 914 | BEGES5E Dr. Robert B. Mille Calumng
7 [11/18/2003 12:0| Juan Garcia 3/31/1925 1630 | 677676 Dr. Charles Fi. Ra Qi
Microphone Qi
B [11/18/2003 12:0| Kimberly Fyan 2/28/1905 8:22.0 | 767878 Dr. Laura Parker, Help
9 [11/18/2003 12:0] James Wilson 11/20/1964 +:04; | 836980 Dr. Scolt A, Higai et Wwindow
10[ 1171872003 120 | Richard Jones 572271370 12.25: | 186754 Dr. Clydle Iversan, > t_c'fse inden
- Fatents
11 [11/1872003 120 | willam Bryan 5/1/2003 6 19.00 | 334821 Dr. Lisa B Affons Seloct ¢NUMBE
Patient Properties | Orders Without Fieparts | Orders ‘With Reports | e Deselect (NUME
Report I Wwharkfow type Checked out by Created by Last madified Phase Sk g:l:ct Frepat <N
1 | 5220 PSP Warkflow Ty Attending, Al A, [a |8/11/2006 1:08 | Transcription Waiting Desslect Report
2 (5219 PSP Workflow Ty Attending, A1 [a | 5/30/2005 448 | Transcription Wailing Seroll Up
3 [G194 PSP Workflow Ty Attending, A1 & (a | 5/30/2006 11:13 | Completion Finished Serel Down
4[5 | PSP workfon Ty tterding, A1 % |3 |5/22/2008 323 | Completion Fed || [ s e
slient Properlie
5 |5206 PSP Warkflow Ty Attending, Al 4. (a |6/21/2006 117 | Attending Review waiting Patient's Feports
6 [5223 PSP Workflow Ty Attending, Al A, (2 |B/22/2006 322 | Transcription Suspende Orders with Rep
7 5222 PSP Workflow Ty Attending, Al &, (a | 7/6/2008 352 F | Transcription watng || v‘ewo'da's filibeutl]
8 [5221 PSP Workflow Ty Attending, A1 & (a | 7/7/2006 1253 | Transcription Wailing Hide éctions Bar
Hide Command E=—
Hide Reference
Show duto-Texts
Show Program C
Shw Wwiorkflow |7
I
) — | i
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Using Quick

Filters

You can specify which patients display in the Patients List by
entering the appropriate value in one of the quick filters above the
list and clicking Find:

Fatient D I

Find x |

)Zl:eation date PTH_Patient_Hame | PTH_DateotBith | PTH_MRMUM | PTH_Atending \_ .
1 1141842003 12:0| Sarah Cline 10/4/1353 6:25:0 [ 135795 Dr. Suzana Britto Find
3|1 11A18/200312:0 [ Jane Winters EABAI7IEZE0 [ 343434 Dr. Sunit K. Singh
4 111/18/2003 12:0 | Brian Ellswarth 94151976 2:41:0 [ 217273 Dr. Hermnan Fishe
5 111/18/2003 12:0 [ Maria Eliaz 9/12/198010:32; | 454545 Dr. Jeffrey O'Meil,

E |11/18/2003 12:0 | Robin Brown 12/25/1995 3:14: | GESEGE Dr. Robert B, Mille
7 111A18/200212:0( Juan Garcia 3311925 1:52:0 | B7VE7R Dr. Charles R. Ra
8 (11182002120 Kimnberly Ryan 2/28/1906 8:22.0 | Favara Dr. Lawra Parker,
9 |11/18/200312:0 | James Wilson 11/20/1964 4:04: | 833988 Dr. Scott &, Higgi
100 11/18/2003 12:0 | Richard Jones B/22/197012:28: | 186754 Dr. Clpde Iverson,
11]11418/2003 12:0 | william Bryan 54172003 6:19:00 | 334821 Cr. Liza B. Alfons

An Administrator with access to the Data Definition Tool module
defines these quick filters. The Administrator can define up to six
filters. The following table displays two common examples of quick

filters:

Quick Filter Description

Patient ID Search for a patient by entering their ID number here and
clicking Find.

Find Leave all quick filters empty and click Find to display all

at the top of the list.

the patients in SpeechQ (or as many as are permitted by
any standard filters you have applied). Click a specific
patient to select that patient and display the associated
information in the reference section.

& When all patients display, the individual patient
which is selected will depend on the last quick filter
you applied. This will not necessarily be the patient
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Displaying the Patients List

The Patients List displays the patient properties in columns. You
can decide which columns display via the Columns button on the
Standard toolbar. You can also arrange the order in which they
display in the view section using drag-and-drop.

The Patients List supports selection by barcode. If you have a
barcode scanner and your system is configured correctly you can
use a barcode to select a report.
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Viewing the Reference Section

The reference section displays information relating to the selected

patient:
Fatient Properties | Orders Without Reportz | Orders 'With Reportz | ®
Fiepart 1D WharkFlow type Checked out by Created by Last modified Phaze Sk
1 | 5220 PSP Woorkflow Ty Attending, A4, (3 [ 841172006 1:08 | Transcription Wwaiting
2 5219 PSP wWorkFlow Ty Attending, A&, (a | 5/30/2006 4:48 | Transcription Waiting
3 (5134 PSP wWorkFlow Ty Attending, Al 4. a | 5/30/2008 11:13 | Completion Finished
4 (5193 PSP wark Flow Ty Attending, Al A, [a | 542242006 3:23 | Corpletion Firizhed
5 | 5206 PSP wwiarkFlow Ty Attending, Al 4, [a |6/21/2006 1:17 | Attending Fleview W aiting
B | 5223 PSP Woorkflow Ty Attending, Al 4, [a | 6/22/2006 3:22 | Transcription Suzpende
7| h222 PSP wWorkFlow Ty Attending, A&, (a | 7/6/2006 352 F | Transcription Wwaiting
g |52 PSP wWorkFlow Ty Attending, Al 4, [a | 74742008 12:53 | Transcription Waiting
The available tabs are:
Tab Description

Patient Properties Displays the properties of the selected patient.

Orders Without Displays other orders without reports associated with
Reports the selected patient.
Orders With Reports | Displays other orders with reports associated with the

selected patient.

Patient’s Reports Displays information relating to other reports associated

with the selected patient.
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Using the Reports List View

To open the Reports List view, click the Reports List button on the
Standard toolbar. The Reports List displays:

Speechl) Report Station - [Reports List] =8 ﬂ

@ Ele Actions Toobar UserBole Wiew Settings Window Help - a8 x

U 2 ¥ B2 o {

isconnect Orders List Patients List Reports List Impart Filkers Columns Refresh
Actions oo Command Explorer 3 x

Caommand groups
Calumn name: 'I Column value: I Find
= All cammands =

My Wwlorklist | Queued | Completed |
Fieport D | Workilowtype | Checkedoutby | Crestedby | Last modiied
PSP workflow Ty Attending, 414 [

=
a
z
o
i)

pot

=
=F
&
&
w
I
&

- Main Toolbar =
Disconnect
Orders List
Patierits List
Fiepoits List
Calumns
Refresh
Micraphone Qff
Help

Mest Window
Clase Window
fl- Properties

+ Repart's Orders
Patient's Orders
Patient Propertie:
Patient's Reparts
H- Reports

WMy Worklist
Queued Reports
Completed Repo
Select [MUMBEF
Deselect [NUME
Create Report
Praoperties —
Fead Repart
FHASEMNAME]
Check Out
Delete

Serall Up

Scroll Down

[

Praoperties

PSP \Workflow Ty Attending, &1 A [a |B/21/2008 1:17 [ Attending Review Waiting
4 | 5214 | PSP 'warkflow Ty Aftending, Al A, (a | 5/26/2006 10:31 | Attending Recording | Suspended

]

Re:

o
a

Repart

o
m
a8
2
=1

Check Out

e

Check In
i=""

Delete . I
Patient Properties | | Report's Orders | Patient's Reports

Order I # | Creation date Patient 1D Image Organization Urit | ORD_Patient_Mame ORD_Order
1 (61 11/18/2003 120 2002 Default Image Jane Winters CTE11243 cT
2 (62 11/18/2003 120 2002 Default Image Jane Winters RAB21268 R4
3 |63 1141842003 12:0| 2002 Default Image Jane Winters CRE31287 CR
4 | B4 1141842003 12:0| 2002 Default Image Jane Winters MREA1306 KR
3
3
7

ES 1141872003 12:0 | 2002 Default Image: Jane Wwinters NMES1325 Mk
515 11/18/2003 120 2002 Default Image Jane Winters CTEE1344 cT - Wiew hd
RT 1182003 1201 2nn> Default Imane Jane Wintars F\ARF ie] R& LI _I

il

| |1 report selected [of 4] |THAINUS ‘Connecled ‘Altend\ng,AlA[a\] |DefauIlAllendingWorkGloup |Attending 4
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Using Quick Filters

You can specify which reports display in the Reports List by
entering the appropriate value in one of the quick filters above the

list and clicking Find: .
8 — Find
Column name: I j Calurnn value: I Find
My Wiorklist I Gueuedl Completedl \
Repart 1D wiorkflow type Checked DL\ by Created by Last modified Phase State
PSP warkflow T ding, Al A, 5/30/2006 10:44 ing R i iti
PSP workFflaow Ty Altending, & A (3 | 6/2142006 1:17 | Attending Feview W aiting
4 15214 PSP woarkflow Ty \ Attending, Al A [a | 5/2642006 10:31 | Attending Recording | Suspended
Quick filters
4 | i

An Administrator sets quick filters by default and you cannot
modify them.

£ Tt is better not to include timestamps in the filter, because these
columns only contain timestamps without seconds in their
display, and the filter applies containing DD/MM/YYYY
HH:MM:SS. This may lead to filters returning incomplete search
results.

The following quick filters are available in the Reports List:

Quick Filter Description
Column name Select which column you want to use as a quick filter.
Column value Enter the required value and click Find to highlight the

first report in the list with this value for the selected
column. Clicking Find repeatedly highlights all the
filtered reports in turn.
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Quick Filter

Description

Find

Leave all quick filters empty and click Find to display all
the reports in SpeechQ. Click a specific report to select
that report and display the associated information in the

reference section.

When all reports display, the individual report which is
selected depends on the last quick filter you applied.
This will not necessarily be the report at the top of the
list.

Displaying the Reports List

The Reports List displays all the reports available to your user role
that are currently in the SpeechQ system, along with their
properties. Click a report to select that report and display
associated information in the reference section. Double-click a
report to open that report in the document view. The list orders the
reports by priority and due date. You can change your user
preferences to limit the number of reports that display.

Reports are grouped into three lists:

List

Description

My Worklist

Reports that are available for you to work on at the
moment. For example, if you are a Medical
Transcriptionist, the list shows reports waiting to be
transcribed. You can search for a specific report in My
worklist by selecting a column in the Column name box
and entering a suitable value in the Column value field.
The selected report is highlighted in the list.
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List Description

Queued Reports that are not available for you to work on at the
moment. For example, if you are a Resident or
Attending, the list shows your reports that are currently
being transcribed. You can search for a specific queued
report by selecting a column in the Column name box
and entering a suitable value in the Column value field.
The selected report is highlighted in the list.

Completed Reports that have completed the workflow, but have not
yet been purged from SpeechQ. You cannot search for
completed reports, but you can use the Filters button on
the Standard toolbar to reduce the number of reports that
display. You can also use the Column name and Column

value fields as a quick filter rather than a search option.

The Reports List displays the report properties in columns. You can
decide which columns display via the Columns button on the
Standard toolbar. You can also arrange the order in which they
display in the view section using drag-and-drop.

The color of the row in which the reports display in this list denotes
certain information about the report.

For a list of color codes and how to assign different colors, see
“Setting Color Preferences”.

Information in the Reports List can be refreshed by clicking
Refresh on the Standard toolbar, or by pressing the F5 key on your
keyboard. Alternatively you can set the list to refresh
automatically.
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Viewing the Reference Section

The reference section displays information relating to the selected

report:

Patient Properties | | Report's Orders | Patient's Reports e
Order D | Creation date Fatient 10 Image Organization Unit | ORD_Patient_Mame ORD_Order DHD_Moﬂ

=1 |61 11/18/2003 12:0 | 2002 Default Image Jane Winters CTE11243 cT

.. 2 |62 11/18/2003 12:0 | 2002 Default Image Jane Winters RAB21268 R,

.. 3 | B3 1148/2003 120 2002 Drefault Image Jane Winters CRE3 287 CR

.. 4 | B4 1148/2003 120 2002 Drefault Image Jane Winters MAE41306 A

.. 5 | BB 1148/2003 120 2002 Drefault Image Jane Winters MIES1325 b4

.. E |GG 11/18/2003 12:0 | 2002 Default Image Jane Winters CTEET344 cT

::\I 7 IR? 11ARL2O03 120 [ 2002 Nefault Imane Jane Winters FlAFT‘I AR3 Ra _)l—vl !

The available tabs are:

Tab

Description

Patient Properties

Displays the properties of the patient associated with the
selected report.

Patient's Orders

Displays other orders assigned to the patient associated
with the selected report.

Report's Orders

Displays other orders associated with the selected report.

Patient's Reports

Displays other reports associated with the selected
patient.
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Using the Document View

The Document view is for working with Microsoft Word
documents, and is composed of the document section and the
reference section:

{01 Speechi) Report Station - [Attending Recording] & x|

;@ File Actions Toolbar UserRole Wiew Settings Window Instructions Alterpatives Auto-texts Help - F x

BB OB OB O® e o W M @

:|Ciscomnect | Orderslist  Patientslist  Reportslist © Instruction  Record  Playback  Rewind  FastForward  Speling =

Actions x| A =
[y DwHes SRY tRBY v - QPOE=4ET v -0 _ [B|E=E=[A-2
Firish & Sign . : . : . . : . 2 . :
eon i~ Med()uist
.
section Snpes ~ ]
Radiclogy Report
=
Send for Transcription ClOSe Document
PATIENT HAME: Sarah Cline
. ;‘;h MR NUMBER: 135795 section
Seart hanes BIRTHDATE: 10/4/1953 6:25:00 AM
@ ORDER NUMBER: cT61344
Assign Order
Hide Recognized Text LI
S
.
L | | Close Reference section °
Digital Dictation El:RER=E \_:
Report Properties | | Patient Properties | Patient's Diders | Patient's Reports T Y
R f Order ID f‘ Creation date ‘ Patient 1D ‘ Image ‘ Organisation Unitl DHDfPalienLNamel ORD_Order ‘ ORD_Mad | DHDiDateoFSerwcel =
ererence — = |s ‘ww;zuuan;u‘zuuu ‘Delaultlmage‘ |5a.ah0|me |0751344 ‘CT |af25/2004 |
. 7
section . Examination|D | Creationdate | Exb Body Pat | EXM Oder | EXM DatecfService
2 [1032 11/18/2003 12 | LeftWrist CT6134 8/26/2004
BN NE 11/18/2003 12:0| Left Knee CTE1344 6/26/2004
4 103 11/18/2003 12:0| Pelvis CTE1344 8/26/2004
.5 [1034 11/18/2003 120 T-Spine CTET344 B/26/2004
N ETTE 11842003 12-01 Rinkt Hand TR1344 RAPRIANNS _'_'I
4 »
TRAINDE  |[Comnooted  |Aftending, &14 (al] | Defaul Altending Work Group |Attending

Viewing the Document Section

This is a Microsoft Word document template that corresponds to
the work type specified in the report properties.

To view the document section, click View > Show work area
Section.

To close the document section, either click the Close button in the
top right corner, or click the View > Show work area menu and
clear the checkmark.
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The following activities take place in the document section:

e Report creation
e Report editing (including signing)
e Viewing other related reports.

More than one document can be open at the same time. The
document section can be enlarged by closing the reference section
and reducing or closing the Actions and Command Explorer bars.
To switch between more than one open report, use the Window
menu.

The color of the frame of the document denotes certain information
about the document and the mode you are working in.

For a list of color codes and how to assign different colors, see
“Setting Color Preferences”.

X

If a Microsoft Word document is open outside SpeechQ, this
may lead to problems when SpeechQ tries to perform an action
on a report document. It is therefore strongly recommended
that no external Microsoft Word program is running when
SpeechQ is in use.

Viewing the Reference Section

The reference section displays information relating to the
document:

Report Properties | | Patient Properties | Patient's Orders | Patient's Reparts be

Order D~ | Creation date: ‘ Patient 1D | Image | Organisation Lnit ‘ ORD_Patient_Harne | ORD_Order ‘ ORD_Mad ‘ ORD_DatenfService | o
=16 | 11/18/2003 120 | 2000 | Default Image | | Sarah Cine: |ET61344 |cT | B26/2004 |
: Examination 1D Creation date E*M_Body_Part EsM_Oider ExM_DateofService
2 | 1032 11/18/2003 12 | Left'Wrist CT61344 872672004
.3 |103 11/18/2003 12:0 | Left Knee CTE1344 87262004
, -4 11033 11/18/2003 12:0 | Pelvis CTE1344 B/26/2004
5 | 1034 11/18/200312:0 ( T-Spine CTE1344 8/26/2004
R 1103R AAR2OMA 120 | Rinkt Hand CTR1344 AAPRA2INL _I_'I
4 >

To view the reference section, click View > Reference Section.
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To close the reference section, either click the Close button in the
top right corner, or click the View > Reference Section menu and
clear the checkmark.

The available tabs are:

Tab Description

Report Properties These are the properties of this document as defined in
the Report Properties dialog box. They are split into two
tabs, Standard and Advanced.

Report's Orders Displays any existing orders and examinations

associated with this report.

Patient Properties Displays the properties of the patient associated with this

report.

Patient's Orders Displays any existing orders and examinations
associated with the same patient as this report.

Patient's Reports Displays information relating to other reports associated

with the same patient as this report.

The reference section displays below the list or Document view in
the Orders, Patients and Reports List views. It contains tabs; open a
tab to display information relevant to the selected order, patient or
report.

To open the reference section, click View > Reference Section (a
check mark displays next to the command).

To close the reference section, either click the Close button in the
top right corner, or click the View > Reference Section menu and
click to clear the checkmark.

£ The available tabs depend on the current list view.
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Viewing the Notice Board

The notice board displays messages and notices for you from
SpeechQ. These may include notification that a new report has
arrived in your worklist, or that some reports are waiting for

adaptation. Important system messages, such as changes made to

the SpeechQ Server, still display as individual messages.

To display the notice board, click View > Notice Board. The Notice

Board displays:

() speechq) Report Station - [Reports List]

E@ File Actions Toolbar User Role View Settings Window Help

%5

E Disconnect Orders List

Patients List

@ O OEE @

Reports List Import Filters Calumns Refresh =

3,

=[]
-

Actions 3%
Column name: I 'I Column value: I Find
Mew Fieport My worklist I Queued | Completed |
Report 1D Workflaw bype Checked out by Created by Last modified Phaze State
3 1 | 5196 PSP warkflaw Ty Attending, 14, (a | 5/30/2006 10:44 | Attending Recarding | 'waiting
Propertiss 2 | 5200 PSP workflow Ty Attending, AlA. [a 81642008 10:43 | Attending Recording | Suspended £
3 | 5206 PSP workflow Ty Attending, AL A, [a [6/21/2006 1:17 | Attending Review W aiting
Q 4 | 5214 PSP Wk flow Ty Attending. &1 &, [a [ 5/26/2008 10:31 | Attending Recording | Suspended
Read Report
Check Out
Check In a4 | _,I
- Patient Properties | | Report's Orders | Patient's Reports =
"'/{ Order I~ | Creation date | Patient |D Image Organisation Unit | ORD_Patient_Mame ORD_DOrder ‘ DHD_Mnﬂ
Delete
4] | LI_I
Notice Board g x|
g 871872006 10:57 AM A new template is available to update your personal Autotexts.
\ Close Notice Board —/

Cammatd Explorer 3

Command groups
All cormmands 'I
[=)- Main Toolbar =
- Disconnect
[ Orders List
[+ Patients List
Reports List
Calurritig
[+ Refresh
- Microphone OF
- Help
- Mext Window
- Close Window
- Properties
[+ Report's Order:
[ Patient's Order
Patient Propert
Patient's Repo
- Reports
[ My worklizt
- Queued Repor
[ Completed Fieg
- Select [MUMBI
[+ Deselect MUk
[+ Create Report
Scrall Up
Scroll Down
Find
- View -
- Hide Actions B
(- Hide Commanc
- Hide Referenc
- Show duto-Te:
[ Show Proaram T
+

[
n

-
m

4

|U report selected [of 4]

Notice Board

[TRAINDZ  [Cornected  [Attending, AL A, (4]

To hide the Notice Board, either click View > Notice Board and

clear the checkmark, or click the Close button. Regardless of the
current setting, receiving a new notification automatically opens

the notice board.
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Notices display with the date and time that they were received, and
may prompt you to perform a particular action. For example, if you
have created reports while working offline, when you next connect
to SpeechQ you will receive the notification.

Clicking Check In performs the check-in for those reports and
clicking the trash can icon to the left deletes this notification from
the notice board. The way the Date/time value displays depends on
regional settings of your Windows operating system (Start >
Control Panel > Regional and Language Options).

You can display the notice board in two ways, as indicated by the
pin icons. Click the icons to reverse the display.

The notice board is pinned open.

When the cursor is moved away, the notice board reduces to a
small area at the bottom left of the window during normal
operation. You can restore the notice board by moving the cursor
over this area, and the notice board remains open until you move
the cursor off it again.

If you do not want to receive a notification every time a new report
arrives in your worklist, you can disable this option on the
Notification tab of your user preferences.

Using Keyboard Shortcuts

The following keyboard shortcuts are available to user of the
Report Station:

Key(s) Function
F1 Opens the Online Help.
F2 Switches to edit mode for whichever field has the focus

when a properties list is open (for reports, patients,

orders or examinations),.
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Key(s)

Function

F3 In the Orders, Patients and Reports List views, this has
the same function as the Find button. The results that
display will be affected by any Filter settings you have
defined. In the Document view, this opens the Auto-text
window.

F4 Opens the selected report for processing.

F5 In all list views, this has the same function as the Refresh
button on the standard toolbar. In the Document view,
this brings up the Find and Replace dialog box.

Fe Moves to the next window. This has the same function as
pressing Ctrl + Tab.

F7 Starts or stops the spelling mode for authors only.

F8 Starts or stops the command mode.

F9 Shows or hides the Command Explorer.

F10 Activates the menu bar, enabling you to use keyboard
shortcuts.

F11 Switches between SpeechQ and the PACS (the focus
must be on either the PACS or on SpeechQ), if you have
a PACS installed on the same workstation, this.

& Not all systems will be connected to a PACS - this
button may be configured differently by your
Administrator.
F12

Creates a new report or addendum (when viewing a

completed report).

Topic Summary

Using SpeechQ Report Station
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Module Summary
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Performance and Application

Performing Your Skills

To perform the skills introduced in this module, complete the
following exercises:

1. Log on to SpeechQ Report Station as “Al” or “Alice”.

2. View the Orders List and find all reports without orders.
3. View the Patients List and view all patients.

4. View the Reports List.

5. Open a report in the Document view. In the Reference section,
view other orders associated with the patient.
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Module 3:
Completing Initial Setup

Module Description

This module covers tasks that you must complete before using
SpeechQ. It covers setup tasks, configuring audio settings, and
completing initial voice training.

Module Performance Objectives

After completing this module, you will be able to:

e complete initial setup.
e use the Audio Wizard.

e complete initial voice training.

Module Prerequisites

To understand the concepts and perform the tasks in this module,
you should know how to:

¢ log on to SpeechQ Report Station.

e navigate SpeechQ Report Station.

Module Scenario

Now that you know how to log on to and navigate Report station,
you are ready to begin creating reports. As a first-time user of
Report Station, you must complete. First, you need to learn how to
log on to and navigate SpeechQ.
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Topic:
Completing Initial Setup

When using Report Station for the first time, you must complete the

following initial setup tasks:

1. Log on to Report Station and become familiar with user
interface elements.

2. Use the Audio Wizard to configure audio settings and complete
initial voice training.

For more information, see Using the Audio Wizard and
Completing Initial Voice Training.

3. Set personal user preferences.
4. Set default report properties.
5. Select a user role.

Using Report Station User Interface Elements

Before you start working with SpeechQ, the Workflow
Administrator assigns you a logon name and an initial password.
These enable you to logon to the Report Station.

£ Itis recommended that you change your initial password

immediately, to ensure the security of your reports.

If the SpeechQ Server is not running, Report Station automatically
starts offline (disconnected from SpeechQ). If you then attempt to
connect to SpeechQ, a message displays that the SpeechQ Server is
not available.
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After you log on, you can click the User Roles menu and view all
user roles assigned to you. Select the user role you want for the
session. If you have only one user role, SpeechQ automatically
selects it for you.

Please take a little time to become familiar with the main Report
Station user interface elements:

e Main window
e Actions bar
[ ]

Command Explorer

The following diagram displays common SpeechQ user interface

elements:
Command Explorer

Speech) Report Station - [Reports List] _|&x
1]
St d d ;@ File Actions Toolbar UserRole Wiew Settings  Window Help - F x
andar ; 3 . :
/N I & ¥ AV RN
toolbar f|Disconnect | Orderslist  Patiertslist  Reportslist  Import  Fiters  Columns  Refresh ©
Actions o ox Command Explorer 3 x
: Command gioups
Column name: 'I Colurn walue: I FEind Frp— =
New Repart My tworkist | Queued | Completed |
A t- b Repart ID Swhorkflaw type Checked out by Created by Last modified Phase State 7
ctions ar ‘\ ,,! 1 |5196 PSP ‘Workflow Ty Attending, Al A, (a |5/30/2006 10:44 | Attending Recarding | %W/aiting I—
Froperties 2 | 5200 PSP Warkflow Ty Attending, Al A, [a | 8/16/2006 10:49 | Attending Recording | Suspended 4
3 [ 5208 PSP Warkflow Ty Altending, Al A, (a | 6/21/2006 1:17 | Attending Review W aiting
Z] 4 (5214 PSP Woarkflow Ty Aftending, Al A [a | 5/26/2006 10:31 | Attending Recording | Suspended
Read Report +
Microphone OFf
o
. . - Mext Window
List view or Document - Close Window
B i Lo
Check Out View #]- Repart's Order
atient's Order
+ ‘stient Propert
Patient's Repo
Check In P | _.l El- Reparts
. . - My whorklist
=, Patient Properties | | Report's Orders | Patient's Reports x i
i 1 . < uzued Repor
L DierD | Crediondale | Patient|D |  Imoge | Organisation Unit | DRD_Palient_Name | DRD_Oider | DHD,MUZI orpleted Aoy
Dt slect [NUME
eselect (MU
reate Repart
croll Up
. i
Reference Section Sl Dann
= (#- Find
4| | _’l_l
Notice Board
3 871872006 10:57 AM A i t d. | Auto-texts.
Notice Board “jf i oupdatey u
0 report selected [of 4] |TRAINDS  [Comnected  |[Attending, AlA. [al)  [Default Attending Work Group [Attending 2
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Completing Audio Training and Initial Voice Training

After you logon to SpeechQ for the first time you should run the
Audio Wizard and perform Initial Voice Training. This is only
necessary if you are planning on recording with speech recognition
or using voice commands.

Make the appropriate settings in the Audio Wizard to ensure the
best possible sound quality when working with speech recognition.

Turn on the microphone and read aloud the texts that display on
your screen.

Initial Voice Training is recommended to minimize the initial error
rate of speech recognition. It enables the recognition process to
become familiar with your speech characteristics. For this purpose,
you should read several texts. SpeechQ tells you when it has
gathered enough information.

If you do not perform the Audio Wizard and Initial Voice Training
when you first log on to a PC, the first time you are in either
Dictation or Command mode a message displays asking you to
complete these tasks. It is recommended that you do this as early as
possible.

£ Initial Voice Training is server-based, which means that you
only need to perform it once and SpeechQ stores the results
centrally. However the Audio Wizard is workstation-based,
which means that you must run audio setup using the for each
PC that you will be using.
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Configuring Personal Settings

SpeechQ installs with default settings and you can personalize
some of these settings to suit your individual needs. Before you
start working on reports, click Settings > User Preferences. The
User Preferences dialog box displays:

() User Preferences |
Fecording | Speech Recognition I Hardware I Barcode | General I M atification | Colaors I
Logon name al
Firzt name )
Middle name A,
Lazt name Attending
Short name al
Activated ez
Organization unit ol
Emall addrezz ah
Speech recagnition Ve
b obile input Mo
Woice characteristics Lower Pitch
Allow to change preferences Tes
Idzer rolez Attending
“Wwhork groups Default Attending ‘Wark Group
Office Phone
Pazaword...
(] Cancel Help |
A
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It is recommended that you check the settings on the following

tabs:

Tab

Setting

User Properties

If you are a Resident or an Attending and plan to work
using speech recognition and voice commands, you must

have the Speech Recognition property enabled.

If you are a Medical Transcriptionist and plan to work
using voice commands, you must have the property
Speech Recognition enabled.

Recording

Ensure that the recording, playback, winding and
auto-backspace settings are suitable.

Speech Recognition

If you are a Resident or an Attending and plan to work
using speech recognition and voice commands you must
have the Use speech recognition and Use Command &
Control options activated.

If you are a Medical Transcriptionist and plan to work
using voice commands, you must activate the Use
Command & Control option.

Hardware

If you are a Resident or an Attending you can select the
SpeechMike you will be working with. You can also
make personal settings for your SpeechMike.

If you are a Medical Transcriptionist you can select the

Foot Control option and make personal settings for it.
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Setting Default Report Properties

A report is defined by a number of report properties. Before you
create any reports check that your default report properties have
been correctly set.

The Workflow Administrator defines the initial default report
properties, but it is recommended that you personalize the report
properties. By setting defaults, you ensure that, SpeechQ
automatically completes many of the property fields when you
create a new report. It is still possible to modify these fields for each
individual report.

For more information, see “Adding Default Report Properties”.

£ You can modify default settings for each report from the Add
Default Report Properties dialog box. For example, if you
specify the property Work type, you can select from the list the
type of document to be associated with your reports.

Selecting a User Role

Your user role determines the point at which you are ready to
begin working with SpeechQ.

When you have completed steps one through four, you can start
work. Residents and Attendings can open the Orders List view to
search for orders you want to report on. Medical Transcriptionists
can open the Reports List view to see the list of reports available for
you to work on.
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Topic:
Using the Audio Wizard

When you first log on to SpeechQ, you should run the Audio
Wizard. The Audio Wizard is for adjusting your audio settings.
You can use the Audio Wizard to set playback volume and the
recording volume (microphone input level) and the silence
detection level. This is important in order to get the best possible
sound quality when working with speech recognition.

To run the Audio Wizard, follow the steps below:

1. Click Settings > Audio Wizard. The Audio Wizard displays:

Audio Wizard

Welcome to the Audio Wizard

The Audio “Wizard will help you set up vour audio system. This
iz important zo that your system iz able to recognize vou when
wou zpeak.

bl ake sure the microphone and the speakers are connected.
Cloze all programsz which are used for recaording or playing
back sound.

To continue, click Mest,

¢ Barck Cancel | Help

£ You can also start the Audio Wizard by clicking the
corresponding button on the Speech Recognition tab of the
User Preferences option in the Settings menu.
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2. Click Next. The Audio Wizard displays:

Audio Wizard

To begin, click Start Test, Use the slider to adjust the
plavback wvolume.

To end the test, click Stop Test. Continue on the nesxt page.

§| Lo j High
Start Test |
< Back Cancel | Help

3. Click Start Test and use the slider to adjust the playback
volume.

£ If you cannot hear anything, ensure your speakers are properly
connected and that you have a Windows compatible sound card
installed.

4. When you finish, click Stop Test.
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5. Click Next. The Audio Wizard displays:

Audio Wizard

T zet pour recording volume and zilence detection level, click
Start Recording and read the text. Speak until you hear a beep.

The Audio ‘wizard iz for adjusting the recording volume,
playback volume and silence detection level. Backaround
nioise will not be recorded.

Yol may have to read this text bwice.

Start Recaording | |

6. Click Start Recording and read the text in the section box until
you hear a beep. The Audio Wizard displays:

Audio Wizard

Audio *wizard Complete

Your audio system iz set up correctly and suitable far warking
with zpeech recognition.

You zan use the buttons below to make a test recording in
order to check the quality of your sound syztem.

41

¢ Back Cancel | Help |

& 1f there are problems with your recording levels, SpeechQ sends
you a message telling you what is wrong.
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£ Remember to speak in the same way you will be speaking when
you record reports.

£\ The distance between your mouth and the microphone can have
an impact on the sound. While making test recordings,
remember to try different microphone distances. A distance of
about 3 cm/ 1.5 inches is recommended.

£ You can make a test recording before closing the Audio
Wizard. To make a test recording, click the Record button,
speak into the microphone, and click Play to listen to the
recording.

7. Click Finish. The Audio Wizard closes.

Detecting Background Noise

The silence detection level is calculated according to the
background noise. If your working environment changes (for
example, if you work in a noisy room) or if you make changes to
the configuration, you should rerun the Audio Wizard to
re-adjust the recording volume and silence detection level.

Setting the Silence Detection Level

This level enables the microphone to detect when you are speaking
so that it can automatically start recording. When you stop
speaking, recording will also stop. The silence detection level is set
by the Audio Wizard together with the recording volume
(microphone input level).

¥ The silence detection level is sometimes also referred to as the
VA level (voice-activated recording level).
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Recording Test Files

Once the Audio Wizard is satisfied with your recording volume,
you can make a test recording to hear the results.

To make a test recording, follow the steps below:

]
1. From the last dialog box of the Audio Wizard, click the —|
button to start recording. Practice saying a few typical
sentences. Click the button again to stop recording.

2. Click the * button to play your recording.

3. If you are satisfied with the sound quality, click Finish to close
the Audio Wizard. You can now start initial voice training.

Troubleshooting Your Audio System

If your system is good enough, SpeechQ should run properly using
your currently installed sound card and audio components. Feel
free to make a test recording to hear how your dictations will
sound. As these recordings are not saved by SpeechQ, this is a good
opportunity to practice speaking into the microphone if you are not
familiar with digital dictation.

If your system is not good enough, SpeechQ may not run properly
using the currently installed sound card and audio components. If
you are not satisfied with your test recordings, rerun the Audio
Wizard. This might improve the sound quality. If you rerun the
wizard and still have trouble, contact your System Administrator.
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Topic:
Completing Initial Voice Training

Before you use speech recognition for the first time, you should
perform the initial voice training. If you do not want to do this
immediately, it is possible to perform initial voice training at a later
date.

To properly set up speech recognition, you must complete voice
training. You must complete at least two minutes of voice training
to establish a baseline. If you do not dictate in your native
language, a voice training session of at least one hour is strongly
recommended.

£\ After completing voice training, you can improve the
recognition rate by completing additional training at any time.

£ To obtain a good recognition rate, you need to dictate a
minimum of 15 minutes.

The Initial Training window provides the following information
and controls to guide you through the training process.

The texts that you should read display with the punctuation in
capitals. The numbering above tells you how many texts in this
topic group you have recorded. The time below tells you either
how much more you need to record before you have reached
minimum required by SpeechQ (Time remaining), or how much
time you have recorded in total (Total training time).

The Initial Training window displays the following buttons:

Button Description
Microphone Starts and stops recording.
Next Moves to the next training text.
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Button

Description

Playback

Plays the training text you have recorded

Repeat

Starts the recording of the text again (anything you have
already recorded for this text is lost).

Start Processing

Sends your audio data for processing. In this way,
SpeechQ learns about the way you record and uses this

information to improve your initial recognition rate.

Suspend

Suspends the current training session. The audio data
you have recorded is not lost, but it is not sent for
processing. You will start from the same place the next
time you open Initial Training.

When recording texts, speak as you would into any recording
device. During initial voice training, you must dictate punctuation
and numbers in full as they are written out, otherwise the
recognizer will not understand you correctly.

If you are new to dictation and speech recognition, remember that
word pronunciation has a strong impact on the accuracy of speech
recognition. When speaking into the microphone, try to keep the
microphone at the same distance from your mouth at all times
(approx. 1 inch/3 cm is recommended). Try to keep the volume of
your voice constant, and speak smoothly. Articulate individual
syllables where necessary.
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Starting Initial Voice Training

To start initial voice training, follow the steps below:

1. Click Settings > Initial Training. The Training Topics dialog
box displays:

Training Topics il

Select a topic for your Training texts from the list below.

[ntraduction *elcome
Business Letters
Perzonal Letters
Leisure Quotations
Leizure Aecipes

Leizure Sports

Leizure Travel Advertizernent
Computers Speech A ecoghition
Story Dracula by Bram Stoker
Spelling Letters

Cancel |

& SpeechQ prompts first-time users to follow the Audio Wizard,
that sets the recording level and silence detection level at the
workstation.

£ Due to differences in work environments, each user must

complete the Audio Wizard at each workstation they use.
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2. Select a training topic and click OK. An Initial Training dialog

box displays:

Initial Training - Sports x|

Click the Microphone buttan and read the textz. [F the next text does nat
appear automatically, click Mesxt.

[1ar1a

o | [l
4 |64 wins

COMMA also 30 COMMA of Mew York COMMA has
COMMA 4 losses and 1 draw after suffering only

Microphone .| |the second lass i his last 28 fights PERIOD PARAGRAPH

o Mest

’-Ela_l,lback

Uﬂepeat I

Total training time: 2 minutes 7 zeconds

Etart Proceszing |

"fﬁ Suzpend

3. Click Microphone.
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4. Read everything in the text box including punctuation and use
your normal speaking voice. Correctly recognized words
display in green. Incorrectly recognized words display in red.
When SpeechQ) correctly recognizes an entire dictation, the next
sample dictation displays:

Initial Training - Sports x|

Click the Microphone button and read the textz. [f the next text does not
appear autormatically, click Mest.

KT
2— Maxwell fought the first fight virtually one-handed because
Micrah of a left shoulder injury PERICD He underwent rotator cuff
LI arE surgery 9 days afterward and said before this fight that his
shoulder was completely healed PERICD PARAGRAPH

= Met

[F-Ela_l,ll:uack

Uﬂepeat Total training time: 2 minutes 43 secondz

Etart Proceszsing "fﬁ Suzpend

£\ SpeechQ does not require you to correct all incorrect words to
advance. To continue without correcting text, click Next.

G

To correct text, place the cursor next to the first word that
displays in red and record to the end of the text.

5. Once you have recorded for the minimum time required by
SpeechQ), you can finish training at any time by stopping
recording and clicking Start Processing.

£ If you stop recording in the middle of a text, SpeechQ does not
include the text when processing your training.
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Q Initial voice training is recommended to minimize the initial
error rate of speech recognition. It enables the recognition
process to become familiar with your speech characteristics. The
minimum time required for native speakers is two minutes
(although your administrator may set a longer time). The more
texts you can record during training, the better the initial
performance.

Q After you record your first text, you can record a special
spelling text. It is highly recommended that you do so, since this
will greatly improve your recognition rate when using the
spelling alphabet.

Before you start initial voice training, it is a good idea to complete
the Audio Wizard and ensure that your audio settings are adjusted
correctly. This helps you to improve your recognition results.

It is also possible to skip the initial voice training phase and run the
recognizer using pre-installed speaker-independent references.

It is also possible to start initial voice training via the corresponding
button on the Speech Recognition tab of the User Preferences
option in the Settings menu.

£ If you do not dictate in your native language, an initial training
of at least one hour is strongly recommended. To obtain a good
recognition rate you will have to dictate a minimum of 15
minutes.
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Suspending Initial Voice Training

You can suspend Initial Training at any time by stopping recording
and clicking Suspend. The recordings you have made will be saved
and you will start from the same place the next time you open
initial voice training. However, the recordings you have made will
not be processed by SpeechQ), and the data will not be used to
improve recognition, until you finish the session.

£ You can only continue a suspended training on the same PC
where you have suspended it. If you move to a different PC,
you will have to restart from the beginning.

Finishing Initial Voice Training

Once you have recorded for the minimum time required by
SpeechQ, you can finish Initial Training at any time by stopping
recording and clicking Start Processing (if you stop recording in
the middle of a text, however, the open text will not be included in
the data being processed).

It may take some time for your training texts to be processed
completely. The amount of time depends on the amount of spoken
text waiting to be processed and on the speed of your computer.
You can stop processing at any time by clicking Cancel - the sound
data of the recorded training texts will not be lost.

The minimum recording time required by Initial Training will give
SpeechQ enough information about your voice patterns to ensure
an above-average initial recognition rate. However, the more texts
you record at this stage, the better this rate will be. You can return
to Initial Training at any time and record more texts.
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Dictating Punctuation

The following table shows how to dictate punctuation marks

during Initial Training:

Punctuation
mark

How to say it

"period"

"comma"

"exclamation mark"

"question mark"

"colon"

"semicolon"

"parenthesis"

"end parenthesis"

"bracket"

"end bracket"

"apostrophe”

nquoten

"end quote"

"slash"

nhyphenu

ndashn
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Punctuation How to say it
mark

"ellipsis marks"

Topic Summary

Sl
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Module Summary

&
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Performance and Application

Performing Your Skills

To perform the skills introduced in this module, complete the
following exercises:

1. Use the Audio Wizard to set your audio settings.

2. Complete initial voice training.
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Module 4:
Working with Reports

Module Description

This module covers working with reports. It covers creating,
recording, correcting, and transcribing reports. reviewing,
approving, signing. In addition, module topics cover transcribing a
report and actions you can complete after creating a report, such as
reviewing, approving, signing a report. The last topic in the module
covers monitoring the various phases and states of reports.

Module Performance Objectives

After completing this module, you will be able to:

create a new report.

e record a report.

e correct a report.

e transcribe a report.

e review a report.

e approve and sign a report.

e monitor phases and states of a signed report.

Module Prerequisites

To understand the concepts and perform the tasks in this module,
you should know how to:

e log on to SpeechQ Report Station.

e navigate SpeechQ Report Station.

Module Scenario

Now that you know are setup for speech recognition, you are ready
to start dictating reports.
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Topic:
Creating a New Report

£ Most of the actions described in the above topics can also be
performed by voice command, using Command & Control.

For a full list of available voice commands, see “Commands
List” in the online Help file.

You can create a report from any one of the three list views in
SpeechQ Report Station.

Creating a New Report in the Orders List View

To create a new report in the Orders List view, follow the steps
below:

1. Click View > Orders List. The Orders List displays:

) Speechq) Report Station - [Orders List] = x|
S(@ Fle Actions Toobar UserRole View Settings Window Help -8 x

B % ¥ = o4

H Orderslist  Patientslist  Reportslist  Import  Fiters  Columns  Refresh
Actions Rox

Oiider ID: Examination D [ Date: [al = Search for: | Orders Wwithout Repe = |
New Repart $I
. OderD | Cralondde | PaientD|  PatentD | Image | Organisafion Unit| ORD_Patient Mame |  ORD_Oider | ORD_t=]
3; &1 |3 ‘11/1EIZDD312'D‘ 2000 |2EIEII] ‘Delault\maga | ‘Sarah Cline |ER312E7 |EH -
New Repott [off
A=) Examination ID EXM_Body_Part
Q 12 i
73 [1014 11/18/200312:0( 3 Left wrist CR31287 8/23/2004
Read Report
4 [1018 11/18/2003 120 3 Pelvis CR31287 8/23/2004
5 [1016 11 AB/Z003 120 3 T-Spine CRE1287 /7372008
.6 1017 11/16/2003 120 3 Fiight Hand CR31287 672372004 I hd
»
| Examination Properties | Patient’s Reports | Order's Reports X
Creation date 11/18/2003 12:00.00 &M
PTH_Patient Name  Saish Cine ab
PTH_DateofBith  10/2/1953 6:25:00 AM )
PTH_MANUM 135795 12
PTH_Attending D Suzena Biition, WD ab
Molice Boaid 7 x|
1 exam selected (of 5] [TRAINDS  [Cornected  |Davis, Michael (md]  [Defaul Attending Wark Group  [Attending

2. Search for the order on which you want to report.
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3. When the order displays in the list, select it and click New
Report on the Actions bar. The New Report dialog box displays,
with the patient's ID number in the title bar:

() New Report - 2000 - [11,/18,/2003 12:00:00 AM] x|

Properties
Standard | Advanced |

!l ‘wiork type Default work type

1 Priority 1 12

I Due at 8/21 /2006 2:45:51 PM )
Report name ah
Comment ah
Delivery options =
Frinter =
Tumaround time [hours] 0.1
| loar Azbz 1 =T

ak. Cancel Help |

£ You can also click Actions > New Report.

4. Enter the appropriate properties for the report and click OK.
The Document view opens showing the template for the work
type you select. SpeechQ assigns the order to the report
automatically:

{1 SpeechQ Report Station - [Attending Recording] & x|
S(@ Fle Actions Toobar UserRole View Settings

| %6

° | Disconnect | Orderslist  PatientsList  Reports Li

dow  Instructions  Altsrnatives  Auto-texts Help -8 x

& & p o« » TEE N

struction  Record  Playback  Rewind  FastForward  Speling © NN

Actions x| %
@ NDEEHST SRy 2R o-o- aPOFESH BT 0w -0 A- 2
e C2o e e A b B e e —
Finish & Sign e . 4 ! B 0 S 3

[e)

[ RN R SN 3
Med()uist

Radiology Report

w
o

3
L
g
2

K

.
T

Send for Transeription
PATIENT HNAME: Sarah Cline
o ;';h MR NUMBER: 135795
fesE hanaes BIRTHDATE: 10/4/1953 6:25:00 AM
@ ORDER NUMBER: CR31287
Assign Order =
5
L :
s
Hide Recogrized Test e . Bl
Elf' Report Properties | Report's Orders | | Patient's Orders | Patient's Reports x
Digial Dictation Creation date 11/18/20031200:00 M
PTH_Patient_Mame  Sarah Cline ah
PTH_D ateofBith 1041953 £:25:00 AM @
PTH_MRANUM 135795 12
FTN_Atiending Dr. Suzana Brittan, MO ah
Motice Board x|

TRAINGE  [Connected  [Davis, Michasl (md] _ [Defaut Attending Work Group  [Atending
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Creating a New Report in the Patients List View

To create a new report in the Patients List view, follow the steps

below:

1. Click View > Patients List. The Patients List displays:

{0} Speechq Report Station - [Patients List]

File Actions Toobar UserBole Wiew Settings Window Help

¥ E o @ Q

Orders List Patients List Reports List Filters Columns Refresh

=18] x|

-8 x

Actions o x|
EL Patient ID. Find
i
New Report Creation date: =
1
Qﬁ 2 [11/12/2003 12:0| Russle Smith 1/1/200311:030 | 217272 Dr. Moel Abihams
New Repart (ofine] 3 [11/18/2003 120 Jane Winters E/15/1973 5260 | 343438 Dt Sunit K. Singh
4 [11718/2003 120 Brian Elsworth /1571976 3471:0 | 217273 Dr. Herman Fishe
E] 5 [11/18/2003 120 Maria Elias 9/12/1980 10:32: | 454545 Dr. Jeffiey ONeil
Read Report & [11/12/2003 12:0| Robin Brown 12/25/1995 9:14: | 65656 Dr. Rabert B. Mile
7 [11/16/2003 120 | Juan Garcia 3731 /1925 1530 | 677676 Dr. Charles . Fia -
| Oiders Without Fieports | Ordlers With Reports | Patient's Reparts X
Report D | Workilowtype | Checked out by Created by Last modified Phase Locked by Stale
1 [5235 PSP workflow Ty Davis. Michsel [m | 6/22/2006 11:55 | Completion Finished
2 (w37 PSP Workllow Ty Atending, LA, (2 | 5/22/2006 10:23 | Completion Firished
3 (5238 FSF Workilow Ty Diavis, Michsel [m | 6/22/2006 4.23 | Transcriplion Waiing
4| | |
Molice Boaid 7 x|
[11 patients [TRAINDS  [Cornected  |Davis, Michael (md]  [Defaul Attending Wark Group  [Attending

2. Search for the patient associated with the order on which you

want to report.

3. Select the patient in the list.
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4. Click the Orders Without Reports tab in the reference section.
All of the patient’s orders with no reports display:

Q) speechQ Report station - [Patients List] =& x|
S@ Ele Actions Toobar UserRole View Settings Window Hslp -8 X

B ¥ =2 o <

Orderslist  Patientslist  Reportslist  Fiters  Colmns  Refresh - NN

Actions 3 x
EL Patientin: [ Find
&
New Repat PTN_Attending =
Dr. Suzana Britto
EL 2 ussle Srith #7272 Dr. Noel Abthams J
New Repott cffine] 3 [11718/2003 120 Jane Winters 6/15/1973 5:26:0 | 343438 Dr. Sunit K. Singh
4 [11/13/2003 12:0 Biian Elsworth 3/15/1976 341:0 | 217273 Dr. Herman Fishe
Q 5 [11/18/2003 120 Maria Elias /1271980 10:32: | 454545 Dr. Jeffiey ONeil
Read Report & [11718/2003 12:0] Robin Brown 12/25/1995 9:14: | 65666 Dr. Robert B. Mile
7 [11/18/2003 120 | Juan Garcia 373171925 1:530 | 677676 Dr. Charles R Ra -
Patiznt Propettiss | | Oicders With Reports | Patient's Reports X
Order | Creation date | Patient D Patient D! Image | Orgarisation Unit | ORD_Patient_Name | ORD_Order OF~
Orders o 1118/2003 12.0 2000 2000 Default Image Sarah Cline MR41306 MR j
2[5 11/18/2003 12.0| 2000 2000 Default Image Sarah Cline NME1325 NI
Without 3 11/18/2003 12:0| 2000 2000 Default Image Sarah Cline CTE1344 T
47 11/18/2003 12.0| 2000 2000 Diefaull Image Sarah Cline RATIZE3 Fift
Reports 58 11/18/2003 12.0| 2000 2000 Diefault Imags Sarah Cline CRE 382 ]
6 (3 11/18/2003 12:0| 2000 2000 Default Image Sarah Cline WRIT40N MR
7 [ 11/18/2003 12.0| 2000 2000 Diefaull Image Sarah Cline NM10T420 NM
EREL 11/18/2003 12.0| 2000 2000 Default Image Sarah Cline CT111438 T
5 [12 11/18/2003 12.0| 2000 2000 Default Image Sarah Cline A&121458 FiAs
10[13 11/18/2003 12:0| 2000 2000 Default Image Sarah Cline CRI31477 R
114 11/18/2003 12.0| 2000 2000 Diefaull Image Sarah Cline MR14T436 MR
12[15 11/18/2003 12.0| 2000 2000 Default Imags Sarah Cline NMI5T515 NM
« | -
Motice Board x|
11 patients TRAINDS [Connected  [Davis, Michael(md)  [Defaut Attending Work Group  |Altending 2

5. From the list of orders associated with the patient, select the one
on which you want to report.

6. Click the New Report button on the Actions bar. The New
Report dialog box displays, with the patient's ID shown in the
title bar.

£ You can also click Actions > New Report.
7. Enter the appropriate properties for the report and click OK.

8. The Document view opens showing the template for the work
type you select. The order is assigned to the report document
automatically. You can now begin recording.
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Creating a New Report in the Reports List View

From the Reports list view, you can create a new Report and assign
an order to it before finishing the report.

To create a new report in the Reports List view, follow the steps
below:

1. Click View > Reports List. The Reports List displays:

) Speechq) Report Station - [Reports List] = x|
S(0) Ele Actions Toobar UserRole View Settings Window Help -8 x

B ¥ B o 4
onnect |

Orders List Patienks List Reports List Filters Columns Refresh

Actions LS

Calumn name, ~|  Column value: Find

My Wiorklist | ueued | Completed |

New Repart
FiepotID | workllowiype | Checkedowby | Crestedby | Lastmodfied | Phass | Lockedby State
L Transcriptionist,
Properties
Q 4 [5255 | PSPworkllow Ty | Davis, Michael [m | Davis, Michasl [m | 8/21/2006 1:58 | Aending Rrecord Wating TR
Flead Repart

Check Dut | | o
Patient Fropetties | | Reparts Drders | Patients Repoits %
E‘ Order D Creation date | Patient ID Patient ID Imsge | Drganisation Unit | ORD_Patient_Name |  DRD_Drder ORD_Mod =
Check In @13 11/18/2003 12:0] 2000 2000 Default Image Sarah Cline CR31287 CR
= w25 11/16/2003 12.0] 2000 2000 Default Image Sarah Cline NM51325 NM
L
Delete

J | o

Matice Board a2 x|

1 repatt selected (of 4) [TRAINDE [Cornected  [Davis, Michasl () [Defauk Attending Wark Group  |ftending 7

£ You can also click Reports List on the Standard toolbar.
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2. Click New Report on the Actions bar. The Report Properties
dialog box displays:

x
Properties
Standard |Advanced|
!| “whork tupe
1 Priority
I Due at 8/21/2006 2:00:31 P @
Fiepart name ah
Comment ah
Delivery options E
Frinter E
Turnaround time [hours] 01
Llzer data 1 =T
ak Cancel Help |
y

£ You can also click Actions > New Report.

3. Enter the appropriate properties for the report and click OK.
The Document view opens displaying the template for the work
type you select:

Q) speechQ Report station - [Attending Recording] =& x|

Fle Actions Toobar UserRols View Settings Window Instruckions Alternatives Auto-texts Help -8 x

R B B oO® e W B @S

- |Disconnect | Ovderslist  Patientslist  Reportslist - Instruction  Record  Playback  Rewind  FastForward  Speling - NN
Actions 2 x| A ¥

27 Dedsn LY tBRS -  aBODE=H BT w0 -F.A- 2
Finish & Sign . . . . . .

EE"! e —— . e —
Med()uist

Radiology Report

)

Send for Transcription

PATIENT HAME: PTH_PATIENT NAME
= MR NUMBER: PTH_MRNUM
BB BIRTHDATE: PTH_DATEOFBIRTH
@ ORDER NUMBER: ORD_ORDER
fssign Order =
| :
i >
Hide Fiecagnized Tex! e . _'Ix
E‘fl Repott Propetties | Repoits Orders | | Patient's Dndlers | Patient's Reparts x
(Bl igieiEr —
PTN_Patient_Name b
PTN_D ateafBirth Q‘:Ej
FTN_MANUM 12
PTN_Attending ab
Motice Board x|

TRAINDE  [Connected  [Davis, Michael (md] _ [Defaul Attending Work Group [Altending
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4. Click Assign Order on the Actions bar. The Assign Order dialog
box displays:

{_1 Assign Order

Orders Without Hepc

| OuklD | Crestondate | PalertlD | PabentlD | Image |
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£ You can also click Actions > Assign Order.

5. Search for the order that you want to assign to the report. The
Assign Order dialog box displays your search results:

x
Order ID: I E =amination 10: I Dale:IAII 'I
Search for: IDrder& without Repe 'I Find | Filters... |
Order ID Creation date | Patient 1D Patient 1D Image Drganisatiorﬁl Azzign |
1|2 11/18/2003 1.0 2000 2000 Drefault Image
S E 11/18/2003 12:0| 2000 2000 Default Image ﬂl
: ExM_ID ExM_CreationD | ExM_0OR | EXM_Body Part Exk_Order

13 11/18/2003 Left Knee CR1287

145 11/18/2003 3 Pelviz CR1287

1016 11,/18/2003 3 T-Spine CR31287

17 11/18/2003 3 Right Hand CR1287

Order 1D Creation date | Patient 1D Patient |D Image Organizatior
+ 8 |46 11/18/200312:0 | 2001 20 Drefault Image
=9 [47 11/18/200312:0| 2001 20 Drefault Image
[+ 10 51 11/18/200312:0 | 2001 20 Drefault Image
..11 52 11,/18/200312:0| 2001 20 Drefault Image -
4| | i
Aszigned orders: 0, aszigned examinations: 0
Ok Cancel | Help |
Y
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6. In the Assign Order dialog box, select the order you want to
assign and click OK.

Q) speechQ Report station - [Attending Recording] =& x|
S0 Ele Actions Toobar UserRols View Ssttings Window Instruckions Alternatives Auto-texts Help -8 X
05 &G & B W » R
- |Disconnect | Orderslist  Patientslist  Reports L struction  Record  Playback  Rewind  FastForward  Speling - I
Actions 2 x| A ¥
@r DwdEH AV BB vo-o- @BFONEH BT w0 -F A 2
= RN RN RN RN R SN ANy O
Finish & Sign E : G T : T : : : : : T : 3
™
Med( )uist
Suspend
@ Radiology Report
Send for Transcription
PATIENT NAME: Sarah Cline
= MR NHUMBER: 135795
Discard Ch
esE henass BIRTHDATE: 10/4/1953 6:25:00 AM
é ORDER NUMBER: CR31287
Assign Order =
:
] °
’ =
Hide Fiecagnized Test e o =« Bl
Ef' Fispott Propetties | Repotts Orders | | Patient's Ondlers | Patient's ispaits %
Digital Dictati []
e D Creation date T1/18/2003 1 220000 404
PTH_Patisnt_Name  Sarah Cline ab
PTN_DateofBith  10/4/1563 6:25:00 4M )
PTH_MANUM 136795 1z
PTH_ttending Dr. Suzana Britton, MD ab
Motice Board x|
TRAINDE  [Connected  [Davis, Michael (md] _ [Defaul Attending Work Group [Altending

7. The selected order is now assigned to the report you have
created. You can now begin recording.

£ Itis possible to create reports without assigning orders to them.
However, reports cannot be signed (and therefore completed)
unless an order is assigned to them. You can also assign an

order to a report in the review phase.
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Topic:
Recording a Report

The following example is based on a report of a mammogram
examination, where the author is using speech recognition. The Use
automatic punctuation option is activated in user preferences. The
punctuation which has to be dictated is underlined in this example:

report colon new line this is a forty-three year old woman status post right
breast lumpectomy done three ninety seven next paragraph there is a
fibroglandular pattern no mass calcification or architectural distortion
suspicious for malignancy is seen magnification views with spot
compression demonstrate architectural distortion consistent with post
surgical change a few calcifications with benign characteristics are
scattered in both breasts except for post surgical changes in the right
breast there has been no other change since three fourteen ninety seven
next paragraph impression colon new line no evidence of malignancy or
focal area of radiographic concern post lumpectomy and radiation therapy
change in the right breast recommend next bilateral mammogram in one
year
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To record a report, follow the steps below:

1. From the Document view, press the Record button on your
SpeechMike, or click Record on the Recording toolbar. The
frame around the document changes color, indicating that the
mode has changed from Command to Dictation:

{0 Speech) Report Station - [Attending Recording] = x|
Fle Actions Tpolbar UserRole View Settngs Window Instructions Alernatives  Auto-texts Help .8 x
% Fi i@ (]| > W » 1IN
sconnect | Orderslist  PatientsList  Reportslist ¢ Instruction |Record | FPlayback  Rewind  FastForward  Speling E_I"'

T x =
Do 7 - @A
= .
Finish & Sign . L : : : : . ’ . . : -
Susperd
@ Radiclogy Report
Send for Transcription
PATIENT NAME: PTH_PATIENT NAME
= MR NUMBER: PTH_MRNUM
B IR BIRTHDATE: PTH_DATEOFBIRTH
;@ ORDER HUMEER: ORD_ORDER
Assign Order
Hide Riecognized Text
Q'l’ Fatient Propetties
Digital Dictation —_—
PTN_Patignt_Mame ah
FTH_D ateofBirth {Ej
PTH_MRKLIM 12
PTN_fttending ab
Matice Board a2 x|

TRAINDE  [Cannected  [Davis, Michael (md]  [Defaul Attending Wark Group  [Aterding 7

2. To pause or stop recording, press the RECORD button on your
SpeechMike again, or click Record on the Recording toolbar.

3. Click Send for Transcription on the Actions bar to promote the
report to the next phase.

£ 1If you are using a Dictate-Edit-Sign workflow, review and
correct the report, and then click Finish & Sign. Adaptation
takes place, and SpeechQ promotes the report to the Delivery
and Completion phases.
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Formatting Reports with Document Templates

SpeechQ includes certain information in a report before you start
recording. Field titles and section headings display by default as

part of the template. In the example below, they are shown in bold.

& Your Workflow Administrator configures the layout and
content of the templates.

SpeechQ uses information from the patient and order/examination
properties tables to automatically enter patient and
order/examination details, which are shown below in italics:

Radiology Report - Northwestern Memorial Hospital
Patient: Smith, Jane

Department of Radiology Patient ID#:123-45-6789
Date of Birth:09/14/1962

Exam: DX UNILAT MAMMOGRAM RT

Exam Date: 08/13/99

Reason: DIAGNOSTIC

Report:

This is a 43-year-old woman status post right breast lumpectomy
done 3/97.
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There is a fibroglandular pattern. No mass, calcification, or
architectural distortion suspicious for malignancy is seen.
Magnification views with spot compression demonstrate
architectural distortion consistent with post surgical change. A few
calcifications with benign characteristics are scattered in both
breasts. Except for post surgical changes in the right breast, there
has been no other change since 3/14/97.

Impression:

No evidence of malignancy or focal area of radiographic concern.
Post lumpectomy and radiation therapy change in the right breast.
Recommend next bilateral mammogram in one year.
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Topic:
Correcting a Report

Authors who work with speech recognition create reports
containing both a sound file and a matching text document. In
these cases, a user with a Transcriptionist user role checks the text
to verify that it has been correctly recognized.

To correct a report, follow the steps below:

1. Click View > Reports List. The Reports List displays:

) Speechq) Report Station - [Reports List] = x|
S(0) Ele Actions Toobar UserRole View Settings Window Help -8 X

v Y
Disconnect Orders List Patients List Reports List Filters Columns Refresh

Actions 3 x
Column name: =] Column value: Eind
New Repor fo My Worklist | Gueued | Completed |
Residzrt FeportlD | ‘workiowtpe | Checked outby Created by Last modified Phase State Locked by Used by PC
E 1 [5219 PSP workflow Ty Altending. A1 A, (2 |5/30/2006 448 | Transcription \w/atting
. [z [5220 PSP Workilon Ty Bttending, Al A (3 | 6/11/2005 1:08 | Transcription Waiting
New Repait for
Attending 3 52 ............................................................
4
=) 5 [5223 PSF Workilow Ty Attending, Al A, a | £/22/2006 322 | Transoription Suspended
Propstiss (5 [5225 PSP Workflow Ty Bltending, Al A, (3 |5/31/2006 255 | Transcription Waiting
_ 7 [5238 PSP Workllow Ty Davis, Michael [m | 6/22/2006 4:23 | Transeription Wating
E] 8 527 PSP Wiorkllow Ty Davis, Michael (m | 8/21/2006 231 | Transcription \Wlatting
Read Report
Transcibe
Cheok Dut
Check In
=)
Lt
Delste
4 | |
Matice Board a2 x|
| | 1 report selected (of 8) [TRAINDE |Connected |Transcriptionist, Mary T. (mary] | Default Transcriptionist Work Group  [Medical Transcriptiorist 7

£ You can also click Reports List on the Standard toolbar.

2. Select a report on the My Worklist tab with the phase
Transcription.
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3. Click Transcribe on the Actions bar, or click Actions >
Transcribe. The report opens in the Document view:
Playback

Q) speechQ Report station - [Transcription] =& x|
File Actions Toobar UserRele View Settings Window Instructions Alternajfes Auto-texts Help -8 X

R L T
isconneck Orders List Patients List Reports List - Instruction Playback Rewind Fast Forward
7 x| X
.ﬁé@i BB n-“-%ﬂ@ggmmﬂmﬂf - @A -
B IR SR IR - S
Send for Review : : :
Send for —+—" MEd U|St
. Suspend
Review Radiology Report
Discard Changss
PATIENT NAME: Russle Smith
MR NUMEBER: 217272
Assign Order
BIRTHDATE: 1/1/2003 11:09:00 PM
ORDER NUMBER: NM501610
The heart is normal in size. The uterus which was
calecified. Lungs clear and there are no pleural
free effusions. Bony thorax is unremarkable.
=
=
Impression: HNo acute cardiopulmonary disease. o
=
B )|
Repoit Propetties | Reparts Orders | | Patient's Onders | Patient's Fieparts
Creation date T1/18/2003 1220000 A4 :I
PTN_Palieri_Name  Russle Smith
PTH_DateofBith  1/1/200311:05:00 P4 8 |
Motice Board x|
TRAINE  [Connected  [Transcriptionist, Mary T. (mary) | Defaul Transcrptionst Work Group.|Medical Transeriptionist 7

£ You can also double-click the report in the list.

£ 1If the author recorded instructions, the Play button displays
next to the Playback button. Click Play to listen to the
instructions from the author.

4. Click Playback to start playback of the sound file.

5. Read the text as you listen to the report, correcting any mistakes
you find.

6. Click Send for Review to close the report. The report closes and
the next report displays at the top of your Reports List.
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Topic:

Transcribing a Report

Authors who work without speech recognition can create reports
containing only a sound file, and no text. In these cases, you must

transcribe the entire report:

1. Click View > Reports List. The Reports List displays:

) Speech Report Station - [Reports List] =lelx|

(@ Fle Actions Toobar UserRole View Settings Window Help _ 8 x

¥ E o

Orders List Patients List Reports List Filters Columns Refresh

New Fieport for

nect
Actions q %

Column name: - Column value: Find

My Workist | queued| Compieted |

Resident RepartlD | ‘Workfiowtype | Checked outby Created by Lsst modified Phase State Locked by Used by PC
g 1 [5213 PSP Workflow Ty Attencing, A 4, (s | 5/30/2006 443 | Transciption Waiting
2 [5220 PSP Workflow Ty Attending. A1 4. (s | 8/11/2006 1:08 | Transeiption Waiting
N%Ef‘g&g'ﬂ' 3 [5z21 PSP workflow Ty Attending, A1 8, (a | 7/7/2006 1253 | Transeription Waling
4
=) 5 PSP Workflow Ty 6/22/2005 322 | Transcription Suspendsd
Fropeties 6 [5225 PSP wiorkflow Ty Attending. A1 A, [a | 5/31/2006 255 | Transeription Wating
— 7 [6238 PSP Workflow Ty Diavis, Michael [m | 6/22/200 423 | Transeription Wating
Q s 657 PSP Workfion Ty Diavis, Michasl (m | 8/2172006 231 | Transaription Waiting
Flead Ficport
Transoribs
Check Out
Cheok In
-
i
Delete
gl | |
[Motice Board 7 x|
| 1 report selected [of ] [TRAINDZ |Carnected |Transcriptionist, Mary T, [mary] | Default Transcriptionist Work Group. [Medical Transcriptiorist 7
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2. Select a report on the My Worklist tab with the phase
“Transcription”.

3. Click Transcribe on the Actions bar, or click Actions >

Transcribe. The report opens in the Document view:
Playback

) Speech Report Station - [Transcription] =18l

File Actions Toohar UserRole View Settings window Instructions Alternajfes Auto-texts Help -8 x

Bl E B B @ »Xd »

isconnect Orders List Patients List Reports List = Instruction Playback Rewind Fast Forward
clions x| A X
DEds®n Sy {iBRY 9-- QHOFEH B T 0 -0, A 2
Send for Review @'1‘2‘3'4'5 EEERY._________ -
Send for ——"
. L Med()uist
Review Radiology Report
Diccard Changes
PATIENT NAME: Russle Smith
MR NUMBER: 217272
HDa BIRTHDATE: 1/1/2003 11:09:00 PM
ORDER NUMBER: NM501610
The heart is normal in size. The uterus which was
calecified. Lungs clear and there are no pleural
free effusions. Bony thorax is unremarkable.
4
Impression: No acute cardiopulmonary disease. o
EBE =4 —’Ix
Repart Properties | Repart’s Orders | | Patient's Oiders | Patient’s Reports x
‘Ereatinndate |1UWE/20031ZDDDDAM | ‘A
PTN_Patisrt_Mame  Fiussle Smith ab
FTN_D ateofBith 14142003 11:05.00 PM @;I
Motice Board 7 x|
TRAINDG  |[Connected  [Transcriptionist, Mary T. (mary] | Default Transciiplionist Work Group |Medical Transcriptionist 7

2 You can also double-click the report in the list.

£ 1f the author recorded instructions, the Play button displays
next to the Playback button. Click Play to listen to the
instructions from the author.

4. Click Playback to start playback of the sound file.

5. Enter the text you hear into the report until you reach the end of
the sound file.

6. Click Send for Review to close the report. SpeechQ sends the
report for review and the next report displays at the top of your
Reports List.
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Topic:
Reviewing a Report

To review a report, follow the steps below:

1. Click View > Reports List. The Reports List displays:

)} Speechq Report Station - [Reports List] =18 =]
S(@ Fle Actions Toobar UserRole View Settings Window Help _ 8 x

B % ¥ = o4

Orders List Patients List Reports List Import Filters Columns Refresh © NN

Actions B
Column name ~]  Column value Find
R My Workist | Queued | Competed |
ReportID | Workflowtype | Checkedoutby |  Ciestedby | Lastmodfied | Phase |  Lockedby | State |
il 1 |szaa ‘F‘SF‘WurkFIDWTy ‘ |T|anscnplmnisl,M ‘5/22/2005314 ‘Attendmgﬂev\ew | ‘Wailmg |
Prapeties
Fiead Report
Check Dut < | |
@3 Patient Fropetties | | Repart’s Orders | Palient's Reparts %
Order 1D Creafion dale | Patient ID | Palient ID Image Organisation Unit | ORD_Patient_Name | ORD_Order UHD_MuuiI
Check In
-
L
Delete
4| | L]
Notice Board 7 x|

|0report selected (of 1) [TRAINDS  [Cornected  |Davis, Michael (md]  [Defaul Attending Wark Group  [Attending

2. Select a report on the My Worklist tab with the phase
Attending Review or Resident Review.

3. Click Review on the Actions bar, or click Actions > Review. The
report opens as read-only in the Document view.

£ You can also double-click the report in the list.

4. Review the report to ensure that there are no transcription
errors. To edit the report, click Edit. This opens the report
document and initializes the sound file.
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£ 1f you are not satisfied, click Reject on the Actions bar to send
the report back to the Medical Transcriptionist for further work.
You can explain the reason why the report was rejected.

5. When you finish, do one of the following:

= Click Send for Approval on the Actions bar if you are a
Resident. Speech sends the report now to an Attending for
approval and signature.

= Click Finish & Sign if you are an Attending. SpeechQ
promotes the report to the next phase.
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Topic:
Approving and Signing a Report

SpeechQ cannot deliver and complete a report until an Attending
signs the report. If the author is a Resident and does not have
signing rights, an Attending must sign the report.

To approve and sign a report, follow the steps below:

1. Click View > Reports List. The Reports List displays:

) SpeechQ Report Station - [Reports List] & x|
S(@ Fle Actions Toohar UserRole View Settings Window Help -8 X

| %6 B % ¥ OF o K

:|Disconnect | Orderslist  Patientslist  Reportslist  Import  Fliers  Columns  Refresh - S

Actions =

Column harne: | =] Column value Find

My Worklist | Queued | Completed |

wort

=
o
=
)
i1

B8

_ Fepot D | Workflowlype | Checked out by Created by Last modified Phase State Locked by Used by
=l 1 [519 PSP Workflow Ty Attending, Al 4, (s | 5/30/2005 10,44 | Attending Recording | Wwaiting
[ 2 5200 PSP Woarkilow Ty Altending, Al6, [a |8/18/2008 211 | Altending Recording | Suspended
- 3 (5208 PSP Workllow Ty Attending, 14 (3 | B/21/2008 237 | Attending Review | wiaiting
E] 4 [5218 PSP Workflow Ty ‘Aftending, AlA, (s | 5/26/2005 10.31 | Aending Recording | Suspended
Fiead Report 5 [5222 PSP Warkflow Ty Altending, 1A, [a | B/21/2005 244 | Aflending Review | Wwiaiing
3 akflow Ty Aitending, A18, [a ending Fievien i
7 forkilow Ty Transcriptiorist, h ova

oS
a
=
s
g
@

Check Out
Check| 4l I i
ek in Patient Froperties | | Rieports Orders | Patient's Reparts %
'_.'}f OiderlD | Creafiondate | PatientiD | Image Organisation Uit | ORD_Patient_Name | DRD_Order ORD_Mod | ORD_DateatService | f’
Delete
q »
Motice Board x|
T 8/21/2006 305PM Anew template is available to update your

1 repart selected (of 7) [TRAINDE [Comnected  [Atiending, Al 4. (al]  |Defaul Attending Work Group  [Attending 7

2. Select the report you want to sign from the Active Reports tab
of the Reports List.

3. To open the report, click Approve on the Actions bar, or click
Actions > Approve. This opens a read-only copy of the report
document for approval.
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4. If you are not satisfied with the contents of the report, click
Reject on the Actions bar to send it back to the author for
further work.

£ You can also click Edit to open the report document in edit
mode. You can now edit the report.

5. If you are satisfied with the contents of the report, click
Approve & Sign on the Actions bar, or click Actions > Approve
& Sign.
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Topic:
Monitoring Phases and States of Signed
Reports

After a report has been signed, the final phases of the SpeechQ
workflow are initiated:

e Adaptation
e Delivery
e Completion

Defining Adaptation
Adaptation takes place in two parts of the SpeechQ workflow.

e Acoustic Adaptation: This has already happened
automatically, during the recording phase.

e ConText Adaptation: Depending on your personal user
settings, you can either handle the unknown words in your
report now or at a later date.

Unless ConText Adaptation has been disabled, a report cannot be
completed and archived until ConText Adaptation has taken place.

Defining Delivery

Signing a report also initiates the delivery phase. SpeechQ
automatically delivers the report is in the manner you specify by in
the report properties. This is usually either as a printout, a fax or an
email. Depending on SpeechQ configuration, the reports are also
sent to a RIS/HIS via SpeechLink. If delivery fails, the reports
remains in the delivery phase with the state suspended. Contact
your System Administrator.
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Defining Completion

A report stays in the completion phase until it has been archived.
This is done automatically, according to the specifications your
System Administrator defines. Once it has been archived, it is
purged and is no longer held in the SpeechQ system. To access an
archived report, contact your System Administrator.

Topic Summary

128 Using SpeechQ Report Station



Module Summary

N

Using SpeechQ Report Station 129



Working with Reports

Performance and Application

Performing Your Skills

To perform the skills introduced in this module, complete the
following exercises:

1. Logonas “Al” or “Alice”. Start a report, dictate it, then send it
for transcription.

2. Start two other reports and suspend them both. Review the My
Worklist and Queued tabs and locate the suspended reports.
Continue recording one of the suspended reports then send it
for transcription.

3. Start another report and send it for transcription. In the Reports
List view, review the entries under the Queued tab.

4. Log on as an MT (Mary). Review the My Worklist and Queued
tabs. Transcribe a report and suspend it. Review the My
Worklist tab. Transcribe/edit two reports and send each for
review

5. Log on as “Al” (or “Alice”)and view the My Worklist and
Queued tabs. Review a report and suspend it. Review a second
report and reject it. Review a third report and finish and sign it.

6. Logon as MT (Mary) and review the My Worklist tab (find
rejection), edit, send for review.
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Module 5:
Using Resident and Attending

Roles

Module Description

This module covers speech recognition and report creation feature
that are specific to Resident and Attending.

Module Performance Objectives
After completing this module, you will be able to:

¢ define Resident and Attending roles.
e use the Actions bar.
e create reports.

¢ show and hide recognize text.

Module Prerequisites

To understand the concepts and perform the tasks in this module,
you should know how to:

e create reports using Report Station.

Module Scenario

Now that you know how to create reports using speech
recognition, you are ready to explore some of the SpeechQ) features
that are specific to your role as a Resident or an Attending.
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Topic:
Defining Resident and Attending Roles

In SpeechQ), 'Resident' is one of the default user roles. Residents
work with the SpeechQ Report Station module. As a Resident, you
can record and review reports. In the workflow, you are involved
in the corresponding phases.

In SpeechQ), 'Attending' is one of the default user roles. Attendings
work with the SpeechQ Report Station module. As an Attending,
you can create, record, approve and sign reports. In the workflow,
you are involved in the corresponding phases.
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Topic:
Using the Actions Bar

The Actions bar provides buttons for all available functions related
to your user role, workflow phase and selected list view.

If a button displays but is unavailable, it means that the function
relates to this phase of the workflow, but not for the particular
report that you select. For example, you can only delete reports you
create, so if you select a report that another user creates, SpeechQ
disables the Delete button.

The following sections contain tables that describe all buttons
available to Residents and Attendings in the various phases and list
views. If your system has been customized, other buttons may be
available. Some of these functions may also be available via
keyboard shortcuts.

Working in the Reports List View
The following table describes buttons available in the Reports List

view:

Button Description

New Report Creates a report (without any order or patient assigned
to it). Your Workflow Administrator may rename this
button or add additional buttons to meet your report
creation needs, such as patient assignment, order
assignment, and simple letters.

Properties Enables you to view or modify the properties of a report.

Read Report Opens the selected report in the Document view. The
report is read-only, which means you cannot make any
changes to it.

Record Opens a selected report so you can start recording.
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Button Description

Review Opens a report that has come back from transcription.

Approve Opens a report for approval and signature by an
Attending.

Adapt Displays the Edit Unknown Words dialog box.
Your Workflow Administrator may also have defined
certain Microsoft Word Macros which can be activated
by clicking this button.

Check Out Checks out a report for offline work.

Check In Returns a checked-out report to the SpeechQ system.

Back To This button displays only if the workflow supports this
function. Click this button to interrupt a workflow, that
is, to work on a report that has already been promoted to
the next phase. This function only works if the promoted
report has not yet been worked on by the next user (see:
Back to recording).

Delete

Deletes a report, including the sound file and all other
data belonging to this report. You can only delete reports

that you create.
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Working in the Document View—All Phases

The following table describes buttons available during all phases in
the Document view:

Button Description

Send email If this setting is configured in your user preferences, this
button creates an email with the report (in its current
state) attached.

Print If this setting is configured in your user preferences, this
button prints a copy of the report in its current state.

Working in the Document View—Recording Phase

The following table describes buttons available during the
Recording phase in the Document view:

Button Description

Send for Approval Accepts the corrected or transcribed report and sends it
to an Attending for signature. This button is available to
Residents.

Finish & Sign In the Dictate-Edit-Sign workflow, finishes the report
and attaches your signature. This button is available to
Attendings.

Finish In a workflow where reports are signed outside
SpeechQ), this button promotes the report to the delivery
phase.

Send for Closes a report and sends it to a Medical Transcriptionist

Transcription for transcription or correction.

Suspend Suspends a report, without finishing it or promoting it to

another phase. You can open it again and continue

working on it at any time.
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Button Description
Discard Discards any changes you have made to the document.
Assign Order Displays the Assign Order dialog box. Here you can

assign an order to a report. This button may also be
called Assign Patient, depending on how your
Workflow Administrator has configured the report

assignment of the workflow type you are using.

Show Recognized
Text

Shows the recognized text during recording.

Hide Recognized Hides the recognized text during recording.
Text
Digital Dictation Switches from recording using speech recognition to

digital dictation.

Working in the Document View—Review Phase

The following table describes buttons available during the Review
phase in the Document view:

Button

Description

Edit

Makes the report document writable and attaches the
sound file, enabling you to edit both parts of the report.

Send for Approval

Accepts the corrected or transcribed report and sends it
to an Attending for signature. This button is available to
Residents.

Approve & Sign

Accepts the corrected or transcribed report and attaches
your signature to the report. This button is available to
Attendings.

Finish

In a workflow where reports are signed outside
SpeechQ, this button promotes the report to the delivery
phase.
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Button Description

Reject Sends a report back to the Medical Transcriptionist for
further work.

Suspend Suspends a report in whichever phase you are working
in, without finishing it or promoting it to another phase.
You can open it again and continue working on it at any

time. This button has two functions:

e Discard: If the report document is open for
reviewing, this button discards any changes you
have made to the document.

e Close Report: When the report document is
open for viewing only, this button closes the

report.

Assign Order Displays the Assign Order dialog box. Here you can
assign an order to a report.

Working in the Document View—Completion Phase

The following table describes buttons available during the
Completion phase in the Document view:

Button Description

Create Addendum | Creates an addendum report. Your Workflow
Administrator may rename this button or add further
buttons to make the creation of other documents (e.g.

letters) easier.

Create Addendum Creates an addendum report for working offline.
(offline)
Close Report When the report document is open for viewing only, this

button closes the report.
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Working in the Orders List View
The following table displays buttons available in the Orders List

view:

Button Description

New Report Creates a report (with the selected order assigned to it).
Your Workflow Administrator may rename this button
or add further buttons to make the creation of other
documents (e.g. letters) easier.

New Report Creates a new report for working offline.

(offline)

Working in the Patients List View

The following table displays buttons available in the Patients List

view:

Button Description

New Report Creates a report (with the selected patient and order
assigned to it). Your Workflow Administrator may
rename this button or add further buttons to make the
creation of other documents (e.g. letters) easier.

New Report Creates a new report for working offline.

(offline)

138 Using SpeechQ Report Station



Topic:
Creating Reports

SpeechQ provides you with a variety of ways to create reports,
using the different list views, depending on how you prefer to
search for patients and orders.

You can create reports from the Reports List view, the Orders List
view or the Patients List view. The different list views contribute to
certain important differences in report creation, but allow you
flexibility in the way you work.

£\ Select the report creation method that best suits your working
practice.

Creating a Report in the Orders List View

When you create a report in the Orders List view, both a patient

and an order are automatically associated with the report. Before
you create the report, make sure you select the correct order; the
patient is already associated with the order.

£ If you do not have an order selected when you create a report in
the Orders List view, then no order is associated with this
report.

You can also select an examination in the Orders List view, and
then create a report related to this examination.

For more information, see “Creating New Reports in the Orders
List View”.
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Creating a Report in the Patients List View

When you create a report in the Patients List view, both a patient
and an order are automatically associated with the report. Before
you create the report, make sure you have the correct patient
selected, and then select the appropriate order from the Related
Orders tab in the reference section. If you do not select an order
from the Related Orders tab, the report will not have an order
associated with it.

£ Orders are always associated with a patient; however, it is
possible to have a patient with no order. For such patients, it is
not possible to create a report.

You can also select an examination in the Patients List view, and
then create a report related to this examination.

For more information, see “Creating New Reports in the
Patients List View”.

Creating a Report in the Reports List View

When you create a report in the Reports List view, no patient or
order is associated with the report. Creating a report from this view
is only recommended if you plan to assign an order at a later stage.
A report cannot be completed in the SpeechQ system, if there is no
order associated with it.

£ Assigning an order to a report can be done in the Document
view. Assigning an order can be done in the recording, review
or the approval phase of the workflow.

£ For more information, see “Creating New Reports in the
Reports List View”.
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Topic:
Showing and Hiding Recognized Text

SpeechQ provides two different methods of recording with speech
recognition: show recognized text and hide recognized text. These
different ways of working do not affect the recognition accuracy.
However, they do affect how you work with SpeechQ in the
recording phase. For example, the buttons available on the Actions
bar and the Recording toolbar are different.

Showing Recognized Text

When recording a report, the recognition result displays
immediately on the screen. This method is recommended to see the
text recognized as you record. You can check the accuracy of the
recognition while you are recording. It is also a simple matter to
add Auto-texts and Fields and Smart Fields at the relevant places in
the report document.

Click Hide Recognized Text on the Actions bar to switch to
background recognition.

Click Digital Dictation on the Actions bar to switch to recording
using digital dictation. You must confirm your action because once
you perform this action you cannot switch back to recording using
speech recognition. In addition, SpeechQ sends the report for
transcription without the recognized text in the document.

Hiding Recognized Text

When recording a report, SpeechQ does not display the recognition
result to the user. This method is recommended if you do not want
to see the text recognized as you record. The report document
template displays in the Document view, but this view is disabled
and you cannot make any changes to the template.

The Auto-texts menu and the Alternatives menu are not available
for background recognition. You can still insert Auto-texts using
voice commands.
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If you suspend a report recorded using background recognition,
when you continue recording this report the recognized text
(previously recorded) displays.

Click Show Recognized Text on the Actions bar to view the
recognized text and finalize the report document.

Configuring Your Speech Recognition Setting

To configure your speech recognition setting, follow the steps
below:

1. Click Settings > User Preferences. The User Preferences dialog
box displays:

{0} User Preferences |
Hecnrdingl Speech Hecngnitinnl Hardwarel Barcodel Generall Notificationl Colnrsl

Logon name al

First name &l

Middle name b,

Lazt name Attending

Short narne al

Activated Yes

Organization urit <ol

Email address ah
Speech recognition Ves

tabile input |Here you can see i the user is allowed o use speech recognition,
Woice charactenstics Lower Pitch

Allows to change preferencesz Yes

|dzer rales Attending
Wwhork groups Default Attending work Group
Office Phone

Pazzword...

ak Cancel Help |
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2. Click the Speech Recognition tab. The Speech Recognition tab

displays:

{0} User Preferences

Uzer Properties I Recording | -

— Speech recognition

ardwalel Barcudel Generall Nntificationl EDIDISI

¥ Use speech recognition
v Automatic punctuation
[ Background speech recognition
¥ Show recognizer previews
¥ Use Command & Cortrol
¥ Test selection by voice
[~ Command sound notification

budio Wizard... |

Iwitial Training... |

Speech
Recognition

—idaptation

¥ Use ConTest &daptation

' Handle unknown words after finishing report
" Handle unknown words later

¥ Update my acoustic references

v &lways update data on server

[™ | &daptation by Conlest Administratar

o]

Cancel

3. Enable the Use speech recognition option.

4. Do one of the following:

= Enable the Background Recognition option to record
reports using background recognition.

= Disable the Background Recognition option to show the
recognized text when recording reports.

5. Click OK.

Topic Summary
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Module Summary
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Performance and Application

Performing Your Skills

To perform the skills introduced in this module, complete the
following exercises:

1. Log on as “Ray”, Resident role, and create a report. Send the
report for approval.

2. Logon “Al” or “Alice” and approve the report you sent for
approval.
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Module 6:
Using Dictation Features

Module Description
This module covers standard and advanced dictation features. It
also covers using spelling features.

Module Performance Objectives
After completing this module, you will be able to:

e use standard dictation features.
e use advanced dictation features.

e use spelling features.

Module Prerequisites
To understand the concepts and perform the tasks in this module,
you should know how to:

e create reports using Report Station.

Module Scenario

Now that you know how to create reports using speech
recognition, you are ready to use some of the standard and
advanced SpeechQ features that are specific to your role as a
Resident or an Attending.
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Topic:
Using Standard Dictation Features

You can use standard dictation features to accomplish the
following;:

e Create and record reports using speech recognition.
e Create and record reports using digital dictation.

e Create, record, and edit reports.

e Sign reports.

e Suspend a recording.

e Review a report.

e Assign an order to a report.

Creating and Recording a Report Using Speech
Recognition

When creating a report using speech recognition, SpeechQ
simultaneously recognizes and displays your dictated speech. This
means you can view the recognition result immediately on your
screen, unless you select to hide recognized text in your user
preferences.

When recording and recognition finish, you can either correct and
finish the document or send it for transcription.

£\ TIf you are recording in an environment with very loud
background noise, recording using digital dictation can be a
more efficient method of recording than recording using speech
recognition. Compare: Creating and recording a report using
digital dictation.
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To create a new report from the Orders List view and to record
using speech recognition, follow the steps below:

1. Click View > Orders List. The Orders List displays:

Speech) Report Station - [Drders List] = x|

S(0) Ele Actions Toobar UserRole View Settings Window Help -8 x

B @B B % ¥ E O 0«

Orders List Patienks List Reports List Import Filters Columns Refresh -

A LS
Orcler ID: Examination D: | Date: [al x| Searchfor [Orders without Repc =
- _ B |
Mew Repart 2
oy . OderlD | Crestiondsle | PatientlD |  Pafientld | Image | Oiganisation Unit | ORD_Patient Name | ORD_Order | DRD_t=|
3.1 |3 ‘11/15/2003120‘2000 |2nnn ‘Delault\magal ‘Sarah Cline |EH31257 |cn =
New Repott [offfine] :
Q 1014 11H8/2003120] 3 Left Wi CRa1287 6/23/2004
Read Repart
1015 11/18/2003 1203 Pelvis CR31287 6/23/2004
1016 11/18/2003 120 3 T-Spine CR31287 8/23/2004
1017 11 AB/2003 120] 3 Fiight Hand CRE1287 /7372008 I hd
»
| Examination Properties | Patient's Reports | Order's Reports X
Creation date 11/18/2003 12:00:00 AM
PTH_Patient_Name  Saich Cine ab
PTH_DateofBith  10/2/1953 6:25.00 &M ]
PTH_MANUM 135795 12
PTH_Attending Dr. Suzana Biiton, MD ab
Matice Board a2 x|
1 exam selected [of ) [TRAINGE [Connected  [Davis, Michasl [md]  [Default AttendingWork Group [Attending 2

2. Search for the order on which you want to report.

148

Using SpeechQ Report Station



3. When the order displays in the list, select it and click New
Report on the Actions bar. The New Report dialog box displays,
with the patient's ID number in the title bar:

{1 New Report - 2000 - [11,/18/2003 12:00:00 AM] |

Properties
Standard | Advanced |

!| Wwork tpe

1 Priority

I Due at 8/21/2006 2:45:51 PM CEj
Feport name ah
Comment ab
Delivery options E
Frirter =
Turnaround time (hours) 0.1
|loar data 1 =

Qg | Canicel Help |

£ You can also click Actions > New Report.

4. Enter the appropriate properties for the report and click OK.
The Document view opens showing the template for the work
type you select:

{1 speech Report Station - [Attending Recording]

i8]

indow  Instructions  Alternatives  Auto-texts Help .8 x

S0 Ele Actions Toobar UserRols View Settings
| <5 &G & B W » R
- | Disconnect | Orderslist  Patientslist  ReportsLi struction  Record  Playback  Rewind  FastForward  Speling - I

Actions 2 x| A ¥
@f Dedsyg @AY LEBRY o-c- AFORES BT 00 -3 A- 2
Finish & Sign : : ’ 3

EE' e 3 e
Med( Juist

Radiology Report

sz I A

)

Send for Transcription

PATIENT NAME: Sarah Cline
= MR NUMBER: 135795
D rd Ch
esE hanass BIRTHDATE: 10/4/1953 6:25:00 AM
@ ORDER NUMBER: CR31287
fssign Order =
5
L :
' -
(e Fizmegrrmd iz S o
E‘fl Repott Propetties | Repoits Orders | | Patient's Dndlers | Patient's Reparts x
DSt eey Creation datz T1/16/2003 120000 A
PTN_Patient_Mame  Sarah Cine b
PTH_D ateofBirth 10441953 £:25:00 AM Q:Ej
PTN_HANUM 135795 12
PTN_Attending D Suzana Brition, MD b
Motice Board x|

TRAINDE  [Connected  [Davis, Michael (md] _ [Defaul Attending Work Group [Altending
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5

SpeechQ assigns the order to the report automatically.

£\ You can also press the RECORD button on your SpeechMike.

&

An exclamation mark to the left of a property means that it is
mandatory, these fields must be defined when a new report is
created.

Alternatively, you can also define default properties for new
reports.

The report document opens with a template which provides the
outline for the final report. The template can contain generic text
and Fields, Smart Fields or Named Fields. The work type
defines the template by the work type you have selected for this
report.
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5. To start recording, do one of the following:

= Click Record on the Recording toolbar.
= Press the RECORD button on your SpeechMike.
= Say “Record”.

The recognized text displays in the report document, in the
position specified by the template. The frame color around the
document section changes to the Dictation mode color:

() Speechq Report Station - [Attending Recording] ==l
S(@ Fle Actions Toobar UserRole Yiew Seftings

< | Disconnect | Orderslist  PatientsList  Reportsli

indow  Instructions  Alternatives  Auto-texts Help -8 x

@EF«IM)

struction Playback  Rewind  FastForward  Speling

Actions
&7 e HE8ESRY I 2RY - ABOE=A BT 0w -B, A-
Finish & Sign T
Suspend
@ Radioclogy Report
Send for Transcription
B PATIENT NAME: PTN_PATIENT NAME
Bhaa o MR NUMBER: PTN_MRNUM
e BIRTHDATE: PTN_DATEOFBIRTH
@ ORDER NUMEER: ORD_ORDER
Assign Order
Hide Recognized Test 3
g.r Patient Properties
Digital Dictation —_—
PTM_Patizrt_MName ab
PTH_D ateofBith )
PTH_MRNURM 12
PTM_Attending ab
Notice Board 7 x|

[TRAINDS  [Cornected  |Davis, Michael (md]  [Defaul Attending Wark Group  [Attending

7 You cannot edit the document in Dictation mode.

6. Record your report.

Using SpeechQ Report Station 151



Using Dictation Features

7. To stop recording, do one of the following;:

= Click Record again.
= Press the RECORD button on the SpeechMike again.
= Say “Stop Recording”.

The frame color around the document section changes back to
the previous mode color.

8. Click Send for Transcription on the Actions bar to save your
work and promote the report to the transcription phase.

£ Different versions of SpeechMike can have different button
behavior. For more information, refer to the user manual
delivered with your SpeechMike.

Troubleshooting Problems Recording with Speech Recognition

If your reports are created with digital dictation but you want to
use speech recognition it could be because of one of the following
reasons:

e You do not have the Speech Recognition user property.
¢ No ConText has been assigned to the work type you use.

¢ The ConText assigned to the work type has not been
assigned to you.

¢ You have disabled the Use speech recognition option in
your user preferences.

Troubleshooting Problems with Poor Recognition Results

If the recognition results of a report are substandard, check for
possible causes in the “Audio Troubleshooting” section of this
manual or online Help.
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If you do not want to send the recognition results of a report for
correction, you can still send only the sound file for transcription.

To send only the sound file for transcription, follow the steps
below:

1. Click Digital Dictation on the Actions bar. Speech recognition
is now disabled for this report.

2. Delete the recognized text of the report.

3. Click Send for Transcription. The sound file of the report is
sent for transcription.

X

You must click Digital Dictation before you delete the text,
otherwise the sound file will also be deleted.

Creating and Recording a Report Using Digital
Dictation

When creating a report using digital dictation, you create a sound
tile. When recording is finished, you send it for transcription.

£\ If you are recording in an environment with very loud
background noise, this can be a more efficient method of
recording than using speech recognition.

X

Before recording using digital dictation make sure you have
disabled the Use speech recognition option in your user
preferences.

To create a new report from the Orders List view and to record
using digital dictation, follow the steps below:

1. Click Orders List on the Standard toolbar.
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2.

3.

4.

G

154

Search for the appropriate order with the following options:

e OrderID
e Examination ID
e Date

Click Find. The orders that match your search criteria display.

Click New Report on the Actions bar, or click Actions > New
Report. The New Report dialog box displays, with the name of
the patient displays in the title.

An exclamation mark to the left of a property means that it is
mandatory, these fields must be defined when a new report is
created.

You can also define default properties for new reports. For more
information, see “Defining Default Report Properties”.

For an explanation of report properties, see “Defining Report
properties—Fields and Values”.

Enter the required data and click OK. The Document view
opens and the Recording toolbar displays.

The report document opens with a template which provides the
outline for the final report. The template can contain generic text
and Fields, Smart Fields or Named Fields.
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X

To start recording, do one of the following:

= Click Record on the Recording toolbar.

= Press the RECORD button on your SpeechMike; this sets the
Record Standby mode. To start recording, press
PLAY/STOP.

= Say “Record”.

The frame color around the document section changes to the
Dictation mode color.

From this moment on, you cannot use Command & Control
while the dictation is open, nor can you edit the document. You
must also close the dictation manually.

Record your report.
To stop recording, do one of the following:

= Click Record again.
= Press the RECORD button on the SpeechMike again.
= Say “Stop Recording”.

The frame color around the document section changes back to
the previous mode color.

To save your work and promote the report to the transcription
phase, click Send for Transcription on the Actions bar.

Different versions of SpeechMike have different button
behavior. For more information, refer to the user manual
delivered with your SpeechMike.
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Creating, Recording, and Editing a Report

SpeechQ provides a working method where you can, if you choose,
process a report without input from any other person. This is a
special workflow referred to as Dictate-Edit-Sign. It involves
creating and recording a report using speech recognition,
correcting it and signing the final report.

To process a report (from the Orders List view), follow the steps
below:

1. Click Orders List on the Standard toolbar.
2. Search for the appropriate order with the following options:

e OrderID
e Examination ID
e Date

3. Click Find. If more than one order is listed, select the one
required.

4. Click New Report on the Actions bar, or click Actions > New
Report. The New Report dialog box displays, with the name of
the patient displayed in the title.

An exclamation mark to the left of a property means that it is
mandatory, these fields must be defined when a new report is
created.

Alternatively, you can also define default properties for new
reports. For more information, see “Default report properties”.

For an explanation of report properties, see “Report properties -
tields and values”.
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5. Enter the required data and click OK. The Document view
opens and the Recording toolbar displays.

The report document opens with a template which provides the
outline for the final report. The template can contain generic text
and Fields, Smart Fields or Named Fields.

6. To start recording, do one of the following;:

= Click Record on the Recording toolbar.

= Press the RECORD button on your SpeechMike; this sets the
Record Standby mode. To start recording, press
PLAY/STOP.

= Say “Record”.

The recognized text displays in the report document, in the
position specified by the template. The frame color around the
document section changes to the Dictation mode color.

7. Record your report.
8. To stop recording, do one of the following;:

= Click Record again.
= Press the RECORD button on the SpeechMike again.
= Say “Stop Recording”.

The frame color around the document section changes back to
the previous mode color.

9. Review your report document and make corrections if
necessary. Recognition alternatives are available to help correct
incorrectly recognized text.

10. Click Finish & Sign on the Actions bar.
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The report is signed, closed and delivered as specified in the
report properties.

The report can now be used for adaptation and to edit your
ConText Lexicon.

£ Different versions of SpeechMike have different button
behavior. For more information, refer to the user manual
delivered with your SpeechMike.

Signing a Report

Users with the user role of Attending can sign reports. In general,
all reports must be signed, exceptions to this depend on the specific
workflows in the SpeechQ system. SpeechQ can attach a signature
to a report electronically. A sample signature can be given to the
Workflow Administrator, who then assigns it to the user.

SpeechQ distinguishes between the following signature scenarios:

¢ Reports in the review phase are ready to be reviewed and
signed. Attendings review their own reports (created and
recorded by themselves) and append their signature.

e Reports in the approval phase have been reviewed by a
Resident (created and recorded by that Resident) and are
ready to be signed. If they want, Attendings can open and

read the report before attaching their signature.

Before following these steps, make sure your Workflow
Administrator has scanned in your signature and assigned it to
you.

To attach your signature, follow the steps below:

1. Open the report that you want to sign.
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2. Click Finish & Sign or Approve & Sign (depending the phase)
on the Actions bar. The Signature Password dialog box displays:

0} signature Password x|

Pazzword: ||

] I Canicel Help

& Depending on how your System Administrator configures
SpeechQ), a dialog box might prompt you to enter your
password every time you sign a report or once in a session.
Alternatively, your System Administrator system might
configure SpeechQ not to ask for a password in order to attach a
signature. If this is the case, no password dialog box displays
when you click Finish & Sign/Approve & Sign.

3. Enter your Signature Password in the text box.

4. Click OK. The report is now signed, closed and sent to the
delivery phase by the SpeechQ system. The report can now be
used for adaptation and editing your ConText Lexicon.

Suspending Recording

Recording a report does not have to be finished in one session. You
can suspend a recording and return to it later, without the report
being routed to the next phase.

To suspend a report, click the Suspend button on the Actions bar.
Your work is saved but the report is not routed to the next phase.

Continuing to Record a Suspended Report

If you cannot finish a recording in one session, you can return and
finish it at any time.

To continue work on a suspended report, follow the steps below:
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1. Inthe Reports List view, open the My Worklist tab.

2. From the reports with the state Suspended select the one you
want to work on.

3. To continue working click Record on the Actions bar, or double-
click the report. All documents and information relevant to the
report are available and you can continue as normal. The cursor
is placed at the beginning of the report document.

Reviewing a Report

The review phase is optional, depending on the workflow. This
phase provides an opportunity to check the report document for
mistakes. The review process can happen over several different
sessions.

When a report opens for review or approval, a read-only version of
the report document, with no attached sound file, displays. To
make changes to the text of the report or to the sound file of the
report, click Edit on the Actions bar. SpeechQ opens the report
document and initializes the sound file. You can now edit both the
document and sound file and either promote the report to the next
phase yourself or return it to the Medical Transcriptionist (MT) for
further work.

Medical Transcriptionists can add notes for the author’s
consideration during review. They can add notes to the Comment
tield of the Report Properties tab in the reference section.
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Reviewing a Report as a Resident

To review a report, follow the steps below:
1. In the Reports List view, click the My Worklist tab.

2. From the reports with the phase “Review”, select the one you
on which you want to work.

3. Click Review on the Actions bar, or double-click the report.
SpeechQ opens the report document and you can start the
review.

Approving a Report as an Attending

To approve a report, follow the steps below:
1. In the Reports List view, open the My Worklist tab.

2. From the reports with the phase “Approval”, select the one you
on which you want to work.

3. Click Approve on the Actions bar, or double-click the report.
SpeechQ opens the report document and you can start the
review.

Finishing a Review

If you are not satisfied with the report document, click Reject on
the Actions bar. The report returns to the MT for rework. You can
add information to the Comments field of the Report Properties
tab, explaining the reason for rejecting the report.

When you are satisfied with the report document, click Send for
Approval, Approve & Sign or Finish & Sign (depending on your
user role and the phase in which you are working) on the Actions
bar. SpeechQ promotes the report to the next phase in the
workflow.
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Assigning an Order to a Report

If you create a report from the Reports List view, it does not
automatically have an order or patient assigned to it. Depending on
which report source or workflow type you select, you may can
assign an order to a report manually, or assign a second order to an
existing report. In most workflows, a report cannot be completed if
no order is assigned to it.

Assigning an Order to a Report

To assign an order to a report, follow the steps below:

1. Click Report Lists on the Standard toolbar. The Reports List
displays.

2. Click the My Worklist tab and double-click the report to which
you want to assign an order. The report opens in Document
view.

£\ You can also select the report and click Record or Review
(depending on the phase) on the Actions bar, or select Actions >
Record or Review.
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3. Click Actions > Assign Order. The Assign Order dialog box

displays:
x
Order ID: I Examination [D: I D ate: IAII j
Search for: IDrders Wwithout Fepc 'l Find I Filters... |
Order D ¥ | Creation date Fatient 1D Image Organization Unit | ORD_Patient_Mame ORD_Orde Lzsign |
w1 | 57 11/18/200312 | 2001 DefaultImag Russle Smith RABT1743
Eemove |
4 | ol
Agsigned orders: 1, assigned examinations: 0
QK Cancel | Help |

4. Search for the order you want to assign to the report by using

the following options:

= QOrder ID

= Examination ID

= Date

= Search for

£ You can also use a barcode scanner to assign an order, if this
option has been enabled in your user preferences.

£ If you do not have any exact information relating to the order
you are looking for, you can use a filter to reduce the size of the

list.
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5. Click Find. The orders that match your search criteria display:

x

Order ID: I Examination [D: I Date:IAII j

Search for: IDrders Wwithout Fepc 'l Find | Filters... I

Order D ¥ | Creation date Fatient 1D Image Organization Unit | ORD_Patient_Mame ORD_C = Lzsign |

w1 |3 11/18/200312:0| 2001 Default Image Russle Smith CT311249

EE T1718/2003 120 2001 Default Image Riussle Smith RAZZ1268 ﬂl
-3 |33 11/18/200312:0| 2001 Default Image Russle Smith CR331287

=4 |3 11/18/200312:0| 2001 Default Image Russle Smith MA341306

+-5 |38 11/18/200312:0| 2001 Default Image Russle Smith MM351325

=B |36 11/18/200312:0| 2001 Default Image Russle Smith CT361344

i 11/18/200312:0| 2001 Default Image Russle Smith RA37T1363

=8 |38 11/18/200312:0| 2001 Default Image Russle Smith CR3g1382

=9 |3 11/18/200312:0| 2001 Default Image Russle Smith MA331401

- 10| 40 11/18/200312:0| 2001 Default Image Russle Smith Mi401420

11 41 11/18/200312:0| 2001 Default Image Russle Smith CT411439

- 12| 42 11/18/200312:0| 2001 Default Image Russle Smith Ra421458

- 13| 46 11/18/200312:0| 2001 Default Image Russle Smith CT461534

o 141 47 11820031201 200 Dafanlt Irnane I Ruizsla Srnith R&dT7IRRT T

4 3
Agsigned orders: 1, assigned examinations: 0

QK Cancel | Help |

6. Select the order that you want to assign to the report.

£ You can select more than one order relating to the same patient.
To select multiple orders, press the Ctrl key and click each
report.

7. Click Assign.

8. Click OK. SpeechQ closes the dialog box and assigns the order
to the report.

2

If you skip step 7 and do not click Assign, the selected order
will only be assigned to the report if there are no other orders

associated with this report.

£¥ You can also assign an examination to a report from the Assign
Order dialog box. To assign more than one examination to a
report, these examinations must relate to the same order.
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Removing an Order/Examination from a Report

To remove an order or examination from a report, follow the steps
below:

1. Open the report document.

2. Click Assign Order on the Actions bar. The Assign Order dialog
box displays:

x
Order ID: I Examination [D I D ate: IAII j
Search for: IDrders without Fepe 'l Find | Filters... |
Order ID < | Creation date Fatient 1D Organization Unit | ORD_Patient_Mame Lzsign |
Bemove |
ExM_ID ExM_CreationD | ExM_Body_Part Exk_COrder ExM_DateofService
1336 11/18/2003 Right Ankle RAE71743 8/21/2004
1337 11/18/2003 Left Knee RAE71743 8/21/2004
1338 11/18/2003 Left bwrist RAE71743 8/21/2004
-8 (1339 11/18/2003 Pelvis RAE71743 8/21/2004
.6 [1340 11/18/2003 T-Spine RAE71743 8/21/2004
4 | ol
Assigned orders: 1, assighed examinations: 0
0k Cancel | Help |
4

3. Click Find to find the order/examination that you want to
unassign.

4. Select the order/examination and click Remove.

5. Click OK. The Assign Order dialog box closes and removes the
order/examination from the report.
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Assigning a Patient to a Report

If you create a report from the Reports List view, it does not
automatically have a patient or order assigned to it. Depending on
which report source or workflow type you choose to use, you may
want to assign a patient to a report manually. In most workflows, a
report cannot be completed if no patient is assigned to it.

Assigning a Patient to a Report

To assign a patient to a report, follow the steps below:

1. Open the report in either the recording or review phases and
clicking Assign Patient. The Assign Patient dialog box displays.

£ You can also click Actions > Assign Patient.

2. Search for the required patient in the list by using the following
options:

e PatientID

£ You can also use a barcode scanner to assign a patient, if this
option has been enabled in your user preferences.

£ If you do not have any exact information relating to the patient
for whom you are looking, you can use a filter to reduce the size
of the list.

3. Click Find.
4. Click Assign.

5. Click OK. SpeechQ closes the dialog box and assigns the patient
to the report.
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Unassigning a Patient from a Report

To remove a patient or examination from a report, follow the steps
below:

1. Open the report document.

2. Click Assign Patient on the Actions bar and search for the
required patient.

3. Select the patient and click Remove.

4. Click OK. SpeechQ closes the dialog box and removes the
patient from the report.

Suspending a Review

You do not have to finish reviewing a report in one session. You
can suspend your review and return to it later, without the report
being routed to the next phase.

To suspend a report, click the Suspend button on the Actions bar.
SpeechQ saves your work, but does not route the report to the next
phase.

Continuing to Review a Suspended Report

If you cannot finish a review in one session, you can return and
finish it at any time.

To continue work on a suspended report, follow the steps below:

1. In the Report list view, open the My Worklist tab.

2. From the reports with the state Suspended select the one you
want.
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3. To continue working click Review or Approve on the Actions
bar, or double-click the report you want. The report document
opens and you can start the review. The cursor displays at the
beginning of the report document.

Reopening a Report

When you finish processing the report in the recording phase,
SpeechQ promotes the report to the next phase. However, if you
decide more work must be done on that report, it is possible to
reopen the report. As long as processing has not been started in the
next phase (the report will be in the Waiting state) you have the
right to take the report back to the recording phase. You can then
reopen the report and make changes.

£ If a particular phase or workflow type does not support this
function, the corresponding button is not available.

To reopen a report, follow the steps below:
1. In the Reports List view, open the Queued tab.
2. Select the appropriate report.

£ 1If there is more than one choice in the workflow, a list displays
for you to select the appropriate phase.

3. Click the Back To button on the Actions bar. The report
redisplays on the My Worklist tab, in the “Waiting” state, and
you can now process the report as normal.
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Creating an Addendum

To add information to a signed report, it is not possible to access
this report directly and add to the sound file or to the text.
However, you can create an addendum to the report. An
addendum is a new report that is associated with the same order or
the same examination as the completed report. You can create an
addendum for working offline by clicking the Create Addendum
(offline) button on the Actions bar. Your Workflow Administrator
can create a specific addendum work type and template.

The options you have for addendum creation depend on settings
made by your System Administrator, who configure SpeechQ
according to your needs. For example, you may want to create
addenda freely for multiple completed reports, or perhaps restrict
addendum creation to single reports with an order and an
examination.

To create an addendum, follow the steps below:

1. In the Reports List view, click the Completed tab and select the
report to which you want to add an addendum.
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2. Click Read Report on the Actions bar. The report opens as read-
only:

Q) speechQ Report station - [¥iewer] =& x|
S(@ Ele Actions Toobar UserRole View Settings Window Help -8 X

v
connect

Orders List Patients List Reports Lisk Filters Columns

Actions [ A *
Nedsfg gLV | yaRd | vo-o-@PORNEH BT -F.IA- 2
p=3

RN RN R DN R EEEN R SEEN RN EEENERRY:
Close Fiport (] o : : : : : : : : : : : : =
I
New Addendum :
&) . Med( )uist
= 8 . 4 .
New dddsndum [offine) : Radiclogy Rsport
PATIENT NAME: Sarah Cline
- MR NUMBER: 135795
N BIRTHDATE : 10/4/1953 6:25:00 AM
& ORDER NUMBER : RA21268
N This is a normal chest x-ray. ;
- Raymond R. Resident :
=w[E= 4| »
Flepott Propetties | Repoit's Orders | Patient Propeties | | Patient's Fisparts %
OiderID | Crestiondate | PatientiD | PalientID Image | Organisation Urit | ORD_Patient Name | ORD_Order Dﬂd
11 1182003120 [ 2000|2000 Diefaul Image Sarah Cline CT11243 [
2 [z T1/18/2003 120 2000 | 2000 Defaul Imags Sarah Cine Rbz1258 Fils
FE 11/18/2003120[ 2000 | 2000 Defaul Imags Sarah Cine CR31287 ]
4[4 T1/18/2003 120 2000 | 2000 Diefaul Image Sarah Cine MR# 306 WA
s T Tl e e e _’I_I
Motice Board x|
TRAINDE  [Connected  [Davis, Michael (md] _ [Defaul Attending Work Group [Altending

3. Click New Addendum on the Actions bar. The New
Addendum dialog box displays:

{01 New Addendum - 2000 - [11/18/2003 12:00:00 AM] =l
Properties

Standard IAdvancedl

| | [=

1wk type Drefault work type

1 Pricrity |1 ﬁ 12

I Due at 9412742008 4:53:57 P M
Report name ah
Comment ah
Delivery optiahs =
Email address ah
Printer =
Turnaround time [hours] 01 _'I

ak. Cancel Help |
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4. Enter the report properties as normal and click OK. The

addendum displays:

Q) speechQ Report station - [Attending Recording] =& x|
S0 Ele Actions Toobar UserRols View Ssttings Window Instruckions Alternatives Auto-texts Help -8 X
o @ & W W Y
- |Disconnect | Orderslist  Patientslist  Reports L struction  Record  Playback  Rewind  FastForward  Speling - I
Actions 2 x| A ¥
Do' DwdEH SRV | aBd v-o- @PEOREH BT o -F. FA- 2
= RN RN R KRR RS BN EREC SRR ERRERERY: N
Firizh & Sign [c] q : : : : : : : : : : :
l
Suspend : M t
IS : ed(Juis
Sl TRt : Addendum
. : PATIENT NAME: Sarah Cline
oA Lhanges . MR NUMBER: 135795
i ] N BIRTHDATE : 10/4/1953 6:25:00 AM
& ORDER NUMBER : RA21268
Assign Order . -
*
] , :
R g =
Hide Recognized Text SR 5
Ef' Flepait Propetties | Repoit's Orders | Patient Properties | | Patient's Reports X
X X OiderD | Cestiondete | PafientlD | PafientlD | Image | Organisation Urit | ORD_Patient Neme | ORD_Onder | Dﬂd
Digital Dictation
1 \2 |11ns:200312.0|2000 \2000 |Delaulllmagel |5arah Clne ‘HAZQEE |RA
4 |
Motice Board x|
TRAINDS [Connected  [Davis, Michael(md)  [Defaut Attending Work Group  |Altending 2

£ You cannot change the work type for an addendum —it must be

the same as the original report.

The addendum is a new report for the same order(s) or
examination(s) as the original report. SpeechQ processes the
addendum using all the normal phases determined by the
workflow type, such as transcription, review, approval, and can

then be signed.
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Topic:
Using Advanced Dictation Features

SpeechQ provides advanced features that you can use to increase
productivity and adapt to your personal work preferences. You can
increase productivity using auto-texts and using voice commands
instead of the keyboard or mouse. You can adapt it to your
personal work style and environment by working offline and using
a barcode scanner.

Viewing Other Reports from the List Views

You might need to access reports created previously about a certain
patient. For example, another report might contain certain
information you should add to the current report.

To open and view reports from any of the list views, follow the
steps below:

1. Open the list view from which you want to view other reports.
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2. Click the Patient’s Reports tab or Order’s Reports tab in the
reference section of that view. Reports related to the selected
patient or order display:

)

Med(uist

Radiology Report

Send for Transcription

{} Speechq) Report Station - [Attending Recording] = x|
@ File Actions Toolbar UserRole Wiew Settings Window Instructions Alternatives Auto-texts Help -8 x
@ ® » W » 1,
Orders List Patients List Reports L istruction Record Playback. Rewind Fast Forward Spellin |
g x| I3
& Nedon SRy 2R - - QPEOR=S B T B A- 2
= [i] ! O R SRR EE ERRF TR RN =
Finish & Sign S . WMRRRLARE - =
Suspend

b
1

hanges - PATIEHT HAME: Sarah Cline

n MR HUMBER : 135795

BIRTHDATE : 10/4/1953 6:25:00 AM
ORDER HUMBER: RA21268

a
=

Discar

@

Assin Order

]

Hide Recagnizad Test

BEIEEK

B Fiepoit Fropetties | Reports Orders | Patient Properties | Patient's Diders | %
R Feport D | workflowlype | Checked out by Created by Last mocified Phase Lacked by Stale j
DEE PSP Warkflow Ty Trarscriptionist, M | 8/24/2006 12:37 | Completion Finished
2 5264 PSP Warkflow Ty Flesident, Rlapmon | 5/24/2006 1251 | Resdent Aeview Walting

Finished

Notice Board 7 x|

[TRAINDS  [Cornected  |Davis, Michael (md]  [Defaul Attending Wark Group  [Attending

3. Select the report(s) you want to view and open them by either
double-clicking or clicking the Read Report button on the
Actions bar. The report displays as read-only.

Viewing Other Reports from the Document View

You can also view other reports from the Document view.

To access another report while working on a report in the
Document view, follow the steps below:

1. Click the Patient’s Reports tab or Order’s Reports tab. A list of
all reports relating to the patient displays.

2. Select the report(s) you want to view and open them by double-
clicking. The report document and its properties display.
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&£ You can copy and paste the relevant information, type it into
the current document or add the information to the sound file
you are recording by reading it aloud.

£\ Alternatively, you can specify the information to be added to
the report document in the Comment field of the Report
Properties tab and the Medical Transcriptionist will fulfill your
instructions.

£ The other reports that are available to view are reports that are
still in the SpeechQ system —they have not been archived or
purged yet.

£ To access a report that has been archived, contact your
Workflow Administrator.
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Using Command & Control

You can use the Command & Control function, if you are a
recognition user and Command & Control is enabled in your user
preferences. The commands available depend on the workflow
phase and the speech recognition mode.

Once Command & Control is enabled, you can use voice
commands to process reports. For example, you can use voice
commands to finish recording a sound file and promote the report
to the next phase of the workflow. First, create and record your
report. While in Dictation mode and recording the report, say “Stop
Recording”. Recording stops and Dictation mode changes to
Command mode. In Command mode say “Send for Transcription”.
The report is promoted to the transcription phase
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To enable Command & Control, follow the steps below:

1. Go to the Settings menu and select User Preferences. The User
Preferences dialog box displays:

x

Uzer Properties I Recarding

Hardwarel Barcodel Generall Nntificationl Enlorsl

— Speech recognition

v Use speech recogrition Audio Wizard. . |
v Automatic punctuation D o
- [itial Traititg... |
™ Background speech recogrition
[V Show recognizer previews
¥ Use Command & Control

¥ Test selection by voice

[™ Command sound natification

—Adaptation
W Use ConT ext Adaptation

¥ Handle unknown wards after finishing report
" Handle unknown words later ™| &daptation by ConTest Administator

v Update my acoustic references

v &lways update data on server

0k, I Cancel Help |

2. Open the Speech Recognition tab and enable the Use
Command & Control option.

& Activate the Command sound notification option if you want
SpeechQ to beep when a voice command is understood.

£ 1f these options are unavailable, it means that you do not have
the speech recognition user property; contact your Workflow
Administrator.

3. Click OK. SpeechQ closes the dialog box closes and applies the
setting.
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Using Barcode Scanning

You can select a patient, order or examination by barcode scanning
if you have a SpeechMike with a built-in barcode scanner. This can
be a fast and efficient way to locate the specific item in SpeechQ.

The following SpeechMikes are available:

e SpeechMike Pro USB Barcode Scanner LFH 6284

e SpeechMike Classic USB Barcode Scanner LFH 6294/52
(American edition)

Configuring your barcode scanner is done from the Barcode
Configuration program. How you configure you barcode scanner
must match your SpeechQ user preferences Barcode settings. The
Barcode Configuration program can be found on your SpeechMike
CD. A barcode scanner has both a search and an assign function.

For information about setting up your barcode scanner, refer to
the Barcode Configuration Online Help.

Using a Barcode Scanner to Search

To perform a search using a barcode scanner, follow the steps
below:

1. Open the appropriate List view (Orders List for orders and
examinations, Patients List for patients).

2. Use the barcode scanner to scan the barcode from a file or
document. SpeechQ highlights the patient, order or examination
in the list and its properties display in the references section.

Using a Barcode Scanner to Assign Orders

To assign orders using a barcode scanner, follow the steps below:

1. Click Reports on the Standard toolbar.
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2. Open a report document.

3. Click Assign Orders on the Actions bar. The Assign Order
dialog box displays:

4. Scan the barcode. The order or examination displays.

5. Click Assign. SpeechQ assigns order or examination to the
report.

£ Scanning a patient, order or examination a second time does not
deselect it. You must use your keyboard to do this. If the
patient, order or examination scanned is not in SpeechQ an
error message displays.

Checking In and Checking Out Reports

The normal way of working with SpeechQ is creating and
processing reports while connected to SpeechQ and the network,
also referred to as online operation. However, you can also use
SpeechQ offline. This means that a user is disconnected from

SpeechQ.

Prior to disconnecting from SpeechQ), you must check out any
existing reports you want for offline work. You can create new
reports for offline user by clicking the New Report (Offline) button
on the Actions bar, but you must do this while you are connected to
the SpeechQ system. In offline operation, reports do not progress in
the workflow unless the you connect to SpeechQ and check them
in.

Checking Out Reports

You can record, review and sign reports while working offline. You
must check out any existing reports that you want to work on
offline. The check out function downloads the selected report(s) to
a stand-alone PC.
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To check out and work offline on existing reports, follow the steps
below:

1. Click Reports on the Standard toolbar and open the My
Worklist tab.

2. Select the report(s) for offline work from the list. To select
multiple reports, press the Shift key and click each report.

3. Click Check Out on the Actions bar. A status bar displays
showing the progress of the download.

4. (Click Disconnect on the Standard toolbar to disconnect from
the SpeechQ Server. You are now in offline operation.

£ While you are working offline, reports on the My Worklist tab
that are not checked out are no longer visible.

Checking In Reports

When you finish working offline, you must reconnect to SpeechQ
and check in the report to enable SpeechQ to update SpeechQ. The
report can then be promoted to the next phase, if indicated, or left
in its present phase until you have changed/edited it and signaled it
as finished and ready for routing.

To check in a report, follow the steps below:

1. Click Connect on the Standard toolbar, to connect to the
SpeechQ Server again.

2. Make sure that the My Worklist tab in the Reports List view is
open.

3. Select the report(s) you want to check in from the list. To select
multiple reports, press the Shift key and click each report.
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4. Click Check In on the Actions bar. SpeechQ updates the report.
If a phase finishes, SpeechQ routes automatically reports to the
next phase.

Using Recognition Alternatives

When you create a report using speech recognition, SpeechQ
provides a list of recognition alternatives for each recognized word
or phrase in the Alternatives menu. You can use the Alternatives
menu by using either the mouse or Command & Control.

£ This menu is only available to users with speech recognition
rights.

To correct a word using the Alternatives menu, follow the steps
below:

1. Select the unrecognized word that you want to correct.

2. Click the Alternatives menu. A list of alternative words
displays:

Alternatives H

ccardiomediastinal
the cardiomediastinal
:a cardiomediasztinal
cof cardiomediastinal
T cardiomediastinal
(0 cardiomediastinal

[0 I N PR

3. Select the word you want to insert. The alternative displays in
the place of the original word.

If no recognition alternatives are available, you will receive a
message.
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Using Auto-texts

Auto-texts are text shortcuts you can insert in a document. This
means that either via the Auto-texts menu or with a short voice
command you can quickly and efficiently add a pre-defined text, of
any length, to the report document. Saying the spoken command of
the Auto-text inserts the entire defined text.

£ You can only use Command & Control to access the first level of
the Auto-texts menu (Auto-texts assigned to the current work
type). You must manually insert Auto-texts assigned to other
work types.

£ You can use general system Auto-texts provided by the
Workflow Administrator or define your own.

You can insert Auto-texts while recording, editing or reviewing a
report. You do not need to make any changes to your working
method.

Applying Auto-texts
£y This section illustrates an example of how you can apply the use
of Auto-texts to your report documents.

You are recording a report about a patient named William
Zelazowski. You have predefined an Auto-text, called Chief
complaint, with the following text:

"The patient, PTN_Patient_Name, is a [...]-year-old Gender with a
chief complaint of [...]
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The following example shows how to add this information to your
report:

1.

X

At the position you want to insert the Auto-text, say, “Auto-text
chief complaint”. SpeechQ inserts the following text in the
report document:

The patient, William Zelazowski, is a [...]-year-old male with a chief
complaint of [...].

Say “Next Field seventy nine Next Field head trauma”. The
report document now contains the following text:

The patient, William Zelazowski, is a 79-year-old male with a chief
complaint of head trauma.

PTN_Patient_Name is a Smart Field that SpeechQ automatically
completes with information from the patient properties.

If you are recording with digital dictation the words “Auto-text
chief complaint” become part of the sound file rather than the
expanded text they refer to. You must be sure that the Medical
Transcriptionist understands what this means and enters the
correct text.
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Topic:
Using Spelling Features

To dictate complex items of text that your ConText might not
recognize (unusual names), you must use the Spelling mode.

To activate the Spelling mode, you must be in the Command mode;
say “Spelling”, or click the Spelling button on the Recording
toolbar. To deactivate the Spelling mode and return to the
Command mode, say “Stop Spelling”, or click the Spelling button
on the Recording toolbar again.

& SpeechQ automatically inserts a space before and after any text
you dictate in Spelling mode.

When in Spelling mode, you must dictate using only the spelling
alphabet, special characters, and spelling punctuation. It will also
greatly help your spelling recognition rate if you record the special
spelling text during Initial voice Training. If you did not do so, you
can return to Initial Training at any time.

Using the Spelling Alphabet

In the spelling alphabet, letters are dictated by either saying them
normally or using the spelling (NATO) alphabet. Capitals letters
are dictated by saying, for example, “capital a” or “capital alpha”.
Numbers are dictated normally or by using the identifier
“numeral”, such as “numeral two”.
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The following table displays the spelling alphabet:

Letter | NATO Letter | NATO Letter NATO
Alphabet Alphabet Alphabet
a alpha j juliet s sierra
b bravo k kilo t Tango
c charlie 1 lima u uniform
d delta m mike v victor
e echo n november w whiskey
f foxtrot Y oscar X X-ray
g golf p papa y yankee
h hotel q quebec z zulu
i india r romeo
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Inserting Special Characters

In addition to the spelling alphabet, you can use the following

special characters in Spelling mode:

Character How to say it

@ at sign, at

$ dollar sign, dollar, dollars
% percent, percent sign

* asterisk, times, star

+ plus sign, plus

- dash, hyphen, minus

= equal sign

/ slash

\ backslash

1 vertical bar, or sign

_ underline, underscore

N carret sign, circumflex, hat sign
~ tilde

€ euro sign
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Spelling Punctuation

In addition to the regular ConText punctuation, you can use the
following punctuation marks and alternatives in Spelling mode:

Punctuation

How to say it

dot, point

bracket, open bracket, left bracket

end bracket, close bracket, right bracket

{ brace, open brace, left brace
} end brace, close brace, right brace
<

angle bracket, open angle bracket, left angle bracket, less
than

end angle bracket, close angle bracket, right angle bracket,
more than

single quote, apostrophe

quote, double quote, quotation marks

£ The spelling function is only available in recognition workflows.
You can use spelling during recording and editing.

This function is useful when you want to include a word in the
report document that is not in your ConText Lexicon, such as the
name of a doctor or patient that is unfamiliar or difficult to spell.

£¥ You cannot use the Spelling mode when you are in Dictation
mode, you must first be in Command mode.

£ When SpeechQ is in Spelling mode, it recognizes only the
spelling alphabet and some punctuation,

186
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Applying the Spelling Alphabet
The following example shows how to spell a name which may be
difficult to recognize:

1. In Command mode, say “Spelling” or click Spelling on the
Recording toolbar. The program is now in Spelling mode and
interprets what you say as individual letters rather than words
or phrases:

{0 Speechq Report Station - [Attending Recording] -5 x|

le Actions Toobar UserBple View Sefbngs Window Instructions Allernsbives  Auto-texts Help -8 x

%5 @ @ ® > W »
isconnect Orders List Patienks List Reports L istruction Record Playback Rewind Fast Forward Spelling |

1 2 3
Finish & Sign . . : . . '
™
Med()uist
Suspend L 4 i
@ : Radioleogy Report
Send far Transcription
PATIENT NAME: PTN_PATIENT NAME
Q ° MR NUMBER: PTN_MRNUM
Discard Changes : BIRTHDATE : PTN_DATEOFBIRTH

ORDER NUMBER: ORD_ORDER

£

Assign Order

v

Hide Recoanized Text
Patient's Repaits

i Fepart ID Wlarkflow type Checked out by Created by Last modified Phase Locked by State Used by

Py

Digtal Dictation

Matice Board a2 x|

TRAINDE  [Cannected  [Davis, Michael (md]  [Defaul Attending Wark Group  [Aterding 7
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2. Spell the name by using the spelling alphabet, “kilo whiskey
alpha kilo uniform space foxtrot romeo india mike papa oscar
november golf dash alpha november sierra alpha hotel”. On the
screen, you see the name Kwaku frimpong-ansah inserted in your
report document. A space is automatically inserted before and
after the spelled word(s):

) Speech) Report Station - [Attending Recording] = x|
S(0) Ele Actions Toobar UserRole View Settngs Window Instructions Alternatives  Auto-texts Help -8 x
G R
= | Disconnect Orders List Patienks List Reports List = Insbruckion FRecord Playback. Rewind Fast Forward
Actions
& Dedsagly iR o-c- @POKS H(6] T we -
Finish & Sign
Suspend i
@ Radioleogy Report
Send for Transcription
PATIENT NAME: PTH_PATIENT NAME
©| MR NUMBER: PTN_MRNUM
Discard Changes . BIRTHDATE: PTHN_DATEOFBIRTH
@ ORDER NUMBER: ORD_ORDER
Assign Order - Kwaku frimpong-ansah|
Hide Recoanized Text
Patient's Repaits
B Repot D | Workflowiype | Checked out by Created by Last modiied Phase Locked by State Used by

Digtal Dictation

Matice Board a2 x|

TRAINDE  [Cannected  [Davis, Michael (md]  [Defaul Attending Wark Group  [Aterding 7

3. When you finish spelling and want to return to Command
mode, say “Stop Spelling” or click Spelling on the Recording
toolbar.

& It is not recommended to use the spelling function for words
you want to add to your ConText. If you use the spelling
function for such words they do not display in SpeechQ as
unknown words. Stop recording, type the words directly in the
report document, then start recording again.

Topic Summary
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Performance and Application

Performing Your Skills

To perform the skills introduced in this module, complete the
following exercises:

1.

Log on as “Al” (or “Alice”). From the Patient List view, select a
related order, create a report for the order, and send the report
for transcription. Locate the report in Queued tab and send it
back. Review the My Worklist tab, select the report, then finish
and sign it,

From Reports List View, create a new report. Finish and sign the
report. Note the error message. Correct the problem by
assigning two orders to the report and finish and sign it.

From the Reports List view, select a completed report, read it,
create an addendum for it, and suspend it. Check-out the
suspended report.

From the Orders List, start a new report offline. Disconnect
from SpeechQ.

Open one report and dictate, edit, and sign it. Open other report
dictate, send for transcription. Note the ID and Status of each
report.

Connect to SpeechQ. Review the Notice Board. Check-in the
reports that the Notice Board displays.

Logon as Mary and verify the reports id and status. Review the
report, using synchronous and async playback modes

Logon as “Al” (or “Alice”). Create an auto-text using Fields,
Smart Fields, Named Fields. Dictate a new report and insert the
auto-text that you created.

Select a word in the report and substitute an “alternative”.
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Module 7:
Using Medical Transcriptionist

Roles and Transcription
Features

Module Description

This module covers using SpeechQ Report Station as a Medical
Transcriptionist. It also covers standard and advanced transcription
features.

Module Performance Objectives

After completing this module, you will be able to:

e use medical transcriptionist roles.
e use standard transcription features.

e use advanced transcription features.

Module Prerequisites

To understand the concepts and perform the tasks in this module,
you should know how to:

e log on to SpeechQ Report Station.

e navigate SpeechQ Report Station.

Module Scenario

Now that you know how to log on to and navigate Report station,
you are ready to begin transcribing reports.
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Topic:
Using Medical Transcriptionist Roles

In SpeechQ, Medical Transcriptionist is one of the default user
roles. Medical Transcriptionists work with the SpeechQ Report
Station module. They transcribe report documents of Residents and
Attendings who record reports using speech recognition or digital
dictation.

If you have the Medical Transcriptionist user role, you can check
and correct reports that authors record using speech recognition.
You can read the recognized text in the associated Microsoft Word
document while listening to the sound file of the report.
Alternatively, you can type reports that authors record using
digital dictation. In SpeechQ Report Station, you can type the text
into a Microsoft Word template that is associated to that report
while listening to the sound file.

£\ You can also make you own personal settings for playing back a
sound file.

£ For more information, see “Setting Recording Preferences”.
The following actions take place in the transcription phase:

e Select a digitally recorded report on which to work and
transcribe the sound file.

e Select a recognized report on which to work and correct the
Microsoft Word document.

¢ Finish transcription. Click Send for Review on the Actions

bar. Speech saves the report and automatically routes to the
next phase in the workflow.
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Medical Transcriptionists can also do the following in the
transcription phase:

View the report properties.
e Suspend a report.
e View other reports for reference purposes.

e Reopen a report which has already been promoted to the
next phase of the workflow.

¢ Create a report in the transcription phase.

Using the Report Document Template

When the Medical Transcriptionist selects a specific report on
which to work, the report document template opens. This is a
Microsoft Word document with specific formatting information,
such as the position of the patient's name and address, reference
number, order ID, etc.

This means that in some cases the specified information has already
been filled in or that you should use this formatting for entering
certain information.

Defining Workload Distribution

SpeechQ routes reports to Medical Transcriptionists either because
the report's properties specify the MT, or according to the
distribution matrix the Workflow Administrator defines. This
matrix takes into account the available transcriptionist work
groups, their current work load, the work group of the author and
the report's priority setting, and routes the report to the worklists of
those transcriptionists most able to work on it effectively.

& A work group is not necessarily the same as a department. The
distribution matrix might route a report to an MT from an
author in a different department.
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Using the Actions Bar

The Actions bar provides buttons for all available functions related
to your user role, workflow phase and current list view:

) Speechq) Report Station - [Reports List] = x|
S(0) Ele Actions Toobar UserRole View Settings Window Help _ax

[ %] B B ¥ B w0

H ul Orders List Patienks List Reports List Filters Columns Refresh
Actions 3 x
Column name: =] Column value: Eind
New Repor fo My Worklist | Gueued | Completed |
Resident FieportID | workfowiype | Checkedouby | Crestedby | Lastmodfied | Phase I State Locked by Used by P
E PSP Workflow Ty Attending, A1 4, [a | 5/30/2006 448 | Transeription
B :
e e e e
Attending 3 v & 2 3
4 [6225 PSP Workiiow Ty Altending, A1 A, [a | 8/21/2006 254 | Transeiption Wailing
=) 5 6238 PSP Worklion Ty Transcriptionist, M| 8/2142006 257 | Transoription Waiting
Flepmies 6 [557 PSP Workflom Ty Diavis, Michasl (m | 8/21/2006 231 | Transaription Waiting
Read Rigport
Transeribe
Check Dut
Cheok In
-
Lt
Delats
4 | |
Matice Board a2 x|
| | 1 report selected (of 6) [TRAINDE |Connected |Transcriptionist, Mary T. (mary] | Default Transcriptionist Work Group  [Medical Transcriptiorist 7

If a button displays but is unavailable, it means that the function
relates to this phase of the workflow, but not for the report you
select.

The following sections contain tables that describe all buttons
available to Medical Transcriptionists in the various phases and list
views. If your system has been customized, other buttons may be
available. Some of these functions may also be available via
keyboard shortcuts.
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Using the Actions Bar in the Reports List View

The following table displays Actions bar buttons available in the

Reports List view:

Button Description

New Report for Creates a report on behalf of a Resident (without an

Resident order assigned to it).

New Report for Creates a report on behalf of an Attending (without an

Attending order assigned to it).

Properties Enables you to view or modify the properties of a report.

Read Report Opens the selected report in the Document view; the
report opens read-only, which means you cannot make
any changes to it.

Transcribe Opens a selected report so you can start transcribing.

& Your Workflow Administrator may also have
defined certain Microsoft Word Macros which can be
activated by clicking this button.

Check Out Checks out a report for offline work.
Check In Returns a checked-out report to the SpeechQ system.
Back To Displays only if the workflow supports this function.

Click this button to interrupt a workflow, that is, to work

on a report that has already been promoted to the next

phase. This function only works if the promoted report
has not yet been worked on by the next user.
Delete

Deletes a report, including the sound file and all other
data belonging to this report. You can only delete reports

that you have created.
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Using the Actions Bar in the Document View—All Phases

The following table displays buttons available during all phases in

the Document view:

Button Description

Send email | If this setting is configured in your user preferences, this button
creates an email with the report (in its current state) attached.

Print If this setting is configured in your user preferences, this button
prints a copy of the report in its current state.

Using the Actions Bar in the Document View—Transcription

Phase

The following table displays buttons available during the
Transcription phase in the Document view:

Button Description

Send for Review Closes a report and sends it for review.

Finish In a workflow where reports are signed outside
SpeechQ), this button promotes the report to the delivery
phase.

Suspend Suspends a report without finishing it or promoting it to
another phase. You can open it again and continue
working on it at any time.

Discard If a report is open for transcription, this button discards
any changes you have made to the document.

Close Report When a report is open for viewing only, this button
closes the report.
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Using the Actions Bar in the Orders List View
The following table displays buttons available in the Orders List

view:
Button Description
New Report for Creates a report on behalf of a Resident (with the
Resident selected order assigned to it).
New Report for Creates a new report on behalf of a Resident for working
Resident (offline) offline.
New Report for Creates a report on behalf of an Attending (with the
Attending selected order assigned to it).
New Report for Creates a new report on behalf of an Attending for
Attending (offline) working offline.

Using the Actions Bar in the Patients List View

The following table displays buttons available in the Patients List

view:
Button Description
New Report for Creates a report on behalf of a Resident (with the
Resident selected patient and order assigned to it).
New Report for Creates a new report on behalf of a Resident for working
Resident (offline) offline.
New Report for Creates a report on behalf of an Attending (with the
Attending selected patient and order assigned to it).
New Report for Creates a new report on behalf of an Attending for
Attending (offline) | y,orking offline.
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Viewing Report Properties

You can access the properties of the current report in order to:

e Check and correct errors in the report properties.

o Check for written instructions from the author in the
Comment field.

e Find information to add to the report document, if the
author provides instructions.

To display the properties, open the Report Properties tab in the

reference section of the window. The properties relating to the
selected report display.
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The My Worklist tab in the Reports List view shows all reports that
are available for you to work on. In general, you should always
select the report at the top of this list. SpeechQ ranks reports by
importance as your Workflow Administrator defines. SpeechQ
ensures that reports with the highest priority or which are due soon
display at the top of the list.

To transcribe or edit a report, follow the steps below:

1. Click Reports List on the Actions bar. The Reports List displays:

)} Speechq Report Station - [Reports List] = x|
S(@ Fle Actions Toobar UserRole View Settings Window Help -8 x

¢ 5
H Connect

H Orderslist  Patientslist  Reportslist  Fiters  Columns  Refresh
Actions q %

Column name =]  Column value Find
New Rspot fx My Workist | queued| Compieted |

Resident RepartlD | ‘Workfiowtype | Checked outby Created by Lsst modified Phase State Locked by Used by PC

g 1 [5218 PSP Workflow Ty Attencing, A 4, (s | 5/30/2006 443 | Transciption Waiting

. PSP Workllow Ty | Transcriptionist, M| Attending. A1 4. (3 | 8/24/2006 4:16 | Transcription Waiting TRAINDE
P e s o B S e F e —
‘Attending A ! 2 2

4 5225 PSP Workflow Ty | Transcriptionist, M | Attencing, 414, (3 | 3/24/2006 410 | Transeription Waiting TRAINOS

=) 5 5233 PSP Workfiow Ty | Transcriptionist, M| Transorplionist, M| 572472006 413 | Transeription Waiting TRAINDS

Fropeties 6 [5257 PSP Workflow Ty | Transcriptionist, M| Davis, Michasl [m | 8/24/2006 4:27 | Transcription Waiting TRAINDS
Flead Ficport

Transoribs

Check Out

Cheok In

-

i

Delete

gl | |
[Motice Board 7 x|
| 1 report selected [of 6] [TRAINDZ |Carnected |Transcriptionist, Mary T, [mary] | Default Transcriptionist Work Group. [Medical Transcriptiorist 7

2. Click the My Worklist tab.
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3. Select a report with the state Waiting and click the Transcribe
button on the Actions bar. The Microsoft Word document
associated with the report opens automatically, with the correct
template attached. All other relevant information, including the
sound file, is also available:

{1 SpeechQ Report Station - [Transcription] & x|
S(@ Ele Actions Toolbar UserRole View Settings Window Instructions  Altsrmatives  Auto-texts Help -8 X
% G
:|Disconnect | Orderslist  Patientslist  Reportslist = Instruction  Playback  Rewind  Fast Forward
Actions x| A X
gi DS Sy R o-o-  QEORELH|BE T 0% -, A 2
:E‘-"‘--i-‘-“-‘%‘-‘-‘-3‘-""-4-“"-‘5“-‘-“_ -
Send for Review : z . : . : : : : : . : 3
Med( )uist
Suspend
| Radiology Report
=
Discard Changes
;@ PATIENT NAME: Russle Smith
MR NUMBER: 217272
Assign Order
BIRTHDATE: 1/1/2003 11:09:00 PM
ORDER NUMBER: NM451515
Chest: The cardiomediastinal silhouette is normal
in size and shape. Lungs clear of atelectasis,
consolidation and edema. There is no hilar or
mediastinal adenopathy or pleural effusion. The
bony thorax is normal. fl
i3
*
EBE =4 _’I
Repait Propetties | Repoit's Orders | | Patient's Ohders | Palient’s Reports %
Creation date 11/15/2003 12:00.00 AM j
PTN_Patient_Name  Russle Smith ah
PTN_DateofBith  1/1/2003 11:03.00 PM 25l
Notice Board 7 x|
TRAINDG  |[Connected  [Transcriptionist, Mary T. (mary] | Default Transciiplionist Work Group |Medical Transcriptionist 7

£ You can also double-click the report.

4. Click the Play button on the Recording toolbar to start playing
back the sound file.

£ If you have a foot control, you can use it to start and stop
playback or winding.

£ In your user preferences, you can make an auto-backspace
setting to rewind the sound file (by the specified number of
milliseconds) when you restart recording. You can to listen to
the last part of the dictation before you continue transcribing.

£ You can view the report properties in the reference section of
the window.
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£ If you have recognition rights, you can also use the Alternatives
menu to replace incorrectly recognized words.

Using Synchronous Playback

If you are working on a report recorded using speech recognition,
SpeechQ uses synchronous playback. This means that as you listen
to the sound file the word that is currently being spoken is
highlighted in the report document:

Q) speechQ Report station - [Transcription] =& x|

“(@ Ele Actions Toobar UserRols View Settings

indow  Instructions  Alternatives  Aubo-texts Help .8 x

IRE & B W P
= | Disconnect Orders List Patients List Reports L struction Rewind Fast Forward
Actions [ A =
DwHog gAY 2Rt o-- QBORE=ES BT v -3 A 7
:E"""'l"""‘2“""'3""“'4"""‘5“""‘_ -
Send for Review : C : : : : : : : : : I E
=)
.
5 q PATIENT NAME: Russle Smith
uspen S
MR NUMEBER: 217272
BIRTHDATE 1/1/2003 11:09:00 BM
Discard Changes ORDER NUMBER: HM451515
;@ Chest: The [Lhfehlel Tk AREN silhouette is normal
AT in size and shape. Lungs clear of atelectasis,
consolidation and edema. There is no hilar or
mediastinal adenopathy or pleural effusion. The
bony thorax is normal.
Impression: Normal chest.
=
=
k=)
=
B )|
Repoit Propetties | Reparts Orders | | Patient's Onders | Patient's Fieparts %
Creation date T1/18/2003 1220000 A4
PTN_Palieri_Name  Russle Smith ab
PTH_DateofBith  1/1/200311:05:00 P4 8 |
Motice Board x|
TRAINE  [Connected  [Transcriptionist, Mary T. (mary) | Defaul Transcrptionst Work Group.|Medical Transeriptionist 7

It is therefore easy to tell if a word or phrase has been incorrectly
recognized. If this is the case, stop the playback and correct the
word or phrase manually.

£ If you find that stopping playback to make corrections slows
your rate of work, you can disable this option on the Recording
tab of the User Preferences. You can also switch between
synchronous and asynchronous playback by pressing
Shift + F8.
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Identifying Non-recorded Text

SpeechQ provides various features for adding text to a report
document without the author having to dictate the words, such as
spelling, Auto-texts, Fields, and manual typing. Therefore, you can
view text in the report document that has no corresponding speech
in the sound file. You may need to stop playback while you read
through this text.

e If the author inserts an Auto-text, you only hear the
corresponding voice command in the sound file. In the
report document, you see the text module SpeechQ) inserts
automatically. SpeechQ highlights the text in the report
document.

For example, what you hear in the sound file is the command
“Auto-text chief complaint”. What you see in the report document
is:

The patient, William Zelazowski, is a 79-year-old male with a chief
complaint of head trauma.

o If the Auto-text contains Fields, the sound file does not
indicate it. The author usually completes fields manually;
SpeechQ automatically completes Smart Fields.

For example, the inserted Auto-text contains a Smart Field First
Name, Last Name. This is automatically replaced by William
Zelazowski.

There also is a field: [...]-year-old male. In the sound file you might
hear the author navigating to the field and inserting the required
information: “Next field seventy nine”. If this field is a Named
Field, it will have a spoken command, such as “age”, which allows
the author to navigate directly to it, in which case you might hear:
“age seventy nine”.
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o If the author uses the spelling function, the document
displays the spelling result. For example, the name or the
medication the author spelled.

Deleting Redundant Speech

Some authors record speech that does not need to be in the final
report. SpeechQ recognizes this speech (correctly or incorrectly)
and displays as text in the report document.

This can include phrases spoken directly into the microphone:
e “hello this is the start of the dictation”
e “thanks for typing”
e “this is the end of the dictation thank you”
e “sorry can you go back to the last section and add ........

Authors often record reports with other people present. The author
can be distracted and speak to another person while recording and
the microphone picks up this speech. For example:

e “how are you today Bob”
e "“hold on I'll be there in a minute”

You can delete these phrases from the report document. Select the
text and delete it as normal in Microsoft Word.

Suspending Transcription

You do not have to finish transcribing a report in one session. You
can suspend a transcription and return to it later, without the
report being routed to the next phase.

To suspend a report, click the Suspend button on the Actions bar.
SpeechQ saves your work but does not route the report to the next
phase.
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£ It a Medical Transcriptionist suspends a report, another MT can
finish the suspended report if necessary.

Continuing to Transcribe a Suspended Report

If you cannot finish a transcription in one session, you can return
and finish it later.
To continue work on a suspended report, follow the steps below:

1. Inthe Reports List view, click the My Worklist tab.

2. From the reports with the state “Suspended” select the report
on which you want to work.

3. To continue working, click the Transcribe button on the Actions
bar or double-click the report. All documents and information
relevant to the report are available and you can continue as
normal.
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Reopening a Report in the Transcription Phase

When you finish processing the report in the transcription phase,
SpeechQ promotes the report to the next phase. However, if you
decide more work must be done on that report, it is possible to
reopen the report. As long as processing has not been started in the
next phase (the report displays the “Waiting” state) you have the
right to reopen the report and make changes.

£ 1f a particular workflow, phase or workflow type does not

support this function, the corresponding button is not available.

To reopen a report, follow the steps below:

1. In the Reports List view, click the Queued tab or press the Tab
key.

2. Select the report.

3. Click Back To Transcription on the Actions bar. The report
displays on the My Worklist tab, in the Waiting state, and you
can now process the report as normal.
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Creating a Report in the Transcription Phase

You can create a report in the transcription phase, on behalf of a
particular Resident or Attending. This is usually done from an
external source (not a sound file), such as an external document,
email, or handwritten memo.

£¥ You can specity certain properties of a report that you create.

To create a new report from the Reports List view, follow the steps
below:

1. Click Reports on the Standard toolbar.

2. Click New Report for Resident (or Attending, as appropriate)
on the Actions bar, or click Actions > New Report for Resident.
The New Report dialog box displays:

x|
WwiorkFlow types Properties
PSP workflow Type Ei.aru:lall:lne Standard I Advanced |
PSP workflow Type without RIS | | | | =
1 'wWork type Default work. twpe = j
1 Priority 1 12
1 Due at 9412/2006 5:01:13 P ]
1 Reszident Resident, Raymond B. [ray) =
Repaort name ah
Comment ah
Drelivery options =
Email address ah
Printer =
User data 1 = j
QK Cancel | Help I

£ An exclamation mark to the left of a property means that it is
mandatory; these fields must be filled in for the new report.

£ Itis important to have the Resident or Attending field of the
Report Properties filled in correctly, as they are the owner of
this report and SpeechQQ must know who to promote the report
to for the review phase.
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3. Enter the required data and click OK. The Document view
opens.

4. Create the report.

5. When you finish transcribing the report, click Send for Review
on the Actions bar. SpeechQ sends the report to the author for
whom you created it and promotes it to the next phase of the
workflow.
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Topic:
Using Advanced Transcription Features

SpeechQ provides advanced features that you can use to increase
productivity and adapt to your personal work preferences. You can
increase productivity using auto-texts and using voice commands
instead of the keyboard or mouse. You can adapt it to your
personal work style and environment by working on reports
offline.

Viewing Other Reports from the List Views

You might need to access reports created previously about a certain
patient. For example, another report might contain certain
information you should add to the current report.

To open and view reports from any of the list views, follow the
steps below:

1. Open the list view from which you want to view other reports.
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2. Click the Patient’s Reports tab or Order’s Reports tab in the
reference section of that view. Reports related to the selected
patient or order display:

)

Med(uist

Radiology Report

Send for Transcription

{} Speechq) Report Station - [Attending Recording] = x|
@ File Actions Toolbar UserRole Wiew Settings Window Instructions Alternatives Auto-texts Help -8 x
@ ® » W » 1,
Orders List Patients List Reports L istruction Record Playback. Rewind Fast Forward Spellin |
g x| I3
& Nedon SRy 2R - - QPEOR=S B T B A- 2
= [i] ! O R SRR EE ERRF TR RN =
Finish & Sign S . WMRRRLARE - =
Suspend

b
1

hanges - PATIEHT HAME: Sarah Cline

n MR HUMBER : 135795

BIRTHDATE : 10/4/1953 6:25:00 AM
ORDER HUMBER: RA21268

a
=

Discar

@

Assin Order

]

Hide Recagnizad Test

BEIEEK

B Fiepoit Fropetties | Reports Orders | Patient Properties | Patient's Diders | %
R Feport D | workflowlype | Checked out by Created by Last mocified Phase Lacked by Stale j
DEE PSP Warkflow Ty Trarscriptionist, M | 8/24/2006 12:37 | Completion Finished
2 5264 PSP Warkflow Ty Flesident, Rlapmon | 5/24/2006 1251 | Resdent Aeview Walting

Finished

Notice Board 7 x|

[TRAINDS  [Cornected  |Davis, Michael (md]  [Defaul Attending Wark Group  [Attending

3. Select the report(s) you want to view and open them by either
double-clicking or clicking the Read Report button on the
Actions bar. The report displays as read-only.

Viewing Other Reports from the Document View

You can also view other reports from the Document view.

To access another report while working on a report in the
Document view, follow the steps below:

1. Click the Patient’s Reports tab or Order’s Reports tab. A list of
all reports relating to the patient displays.

2. Select the report(s) you want to view and open them by double-
clicking. The report document and its properties display.
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&£ You can copy and paste the relevant information, type it into
the current document or add the information to the sound file
you are recording by reading it aloud.

£\ Alternatively, you can specify the information to be added to
the report document in the Comment field of the Report
Properties tab and the Medical Transcriptionist will fulfill your
instructions.

G

The other reports that are available to view are reports that are
still in the SpeechQ system —they have not been archived or
purged yet.

£ To access a report that has been archived, contact your
Workflow Administrator.
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Using Command & Control

You can use the Command & Control function, if you are a
recognition user and Command & Control is enabled in your user
preferences. The commands available depend on the workflow
phase and the speech recognition mode.

Once Command & Control is enabled, you can use voice
commands to process reports. For example, you can use voice
commands to finish recording a sound file and promote the report
to the next phase of the workflow. First, create and record your
report. While in Dictation mode and recording the report, say “Stop
Recording”. Recording stops and Dictation mode changes to
Command mode. In Command mode say “Send for Transcription”.
The report is promoted to the transcription phase
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To enable Command & Control, follow the steps below:

1. Go to the Settings menu and select User Preferences. The User
Preferences dialog box displays:

x

Uzer Properties I Recarding

Hardwarel Barcodel Generall Nntificationl Enlorsl

— Speech recognition

v Use speech recogrition Audio Wizard. . |
v Automatic punctuation D o
- [itial Traititg... |
™ Background speech recogrition
[V Show recognizer previews
¥ Use Command & Control

¥ Test selection by voice

[™ Command sound natification

—Adaptation
W Use ConT ext Adaptation

¥ Handle unknown wards after finishing report
" Handle unknown words later ™| &daptation by ConTest Administator

v Update my acoustic references

v &lways update data on server

0k, I Cancel Help |

2. Open the Speech Recognition tab and enable the Use
Command & Control option.

& Activate the Command sound notification option if you want
SpeechQ to beep when a voice command is understood.

£ 1f these options are unavailable, it means that you do not have
the speech recognition user property; contact your Workflow
Administrator.

3. Click OK. SpeechQ closes the dialog box closes and applies the
setting.
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Checking In and Checking Out Reports

The normal way of working with SpeechQ is creating and
processing reports while connected to SpeechQ and the network,
also referred to as online operation. However, you can also use
SpeechQ offline. This means that a user is disconnected from
SpeechQ.

Prior to disconnecting from SpeechQ, you must check out any
existing reports you want for offline work. You can create new
reports for offline user by clicking the New Report (Offline) button
on the Actions bar, but you must do this while you are connected to
the SpeechQ system. In offline operation, reports do not progress in
the workflow unless the you connect to SpeechQ and check them
in.

Checking Out Reports

You can record, review and sign reports while working offline. You
must check out any existing reports that you want to work on
offline. The check out function downloads the selected report(s) to
a stand-alone PC.

To check out and work offline on existing reports, follow the steps
below:

1. Click Reports on the Standard toolbar and open the My
Worklist tab.

2. Select the report(s) for offline work from the list. To select
multiple reports, press the Shift key and click each report.

3. Click Check Out on the Actions bar. A status bar displays
showing the progress of the download.

4. Click Disconnect on the Standard toolbar to disconnect from
the SpeechQ Server. You are now in offline operation.
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£ While you are working offline, reports on the My Worklist tab
that are not checked out are no longer visible.

Checking In Reports

When you finish working offline, you must reconnect to SpeechQ
and check in the report to enable SpeechQ to update SpeechQ. The
report can then be promoted to the next phase, if indicated, or left
in its present phase until you have changed/edited it and signaled it
as finished and ready for routing.

To check in a report, follow the steps below:

1. Click Connect on the Standard toolbar, to connect to the
SpeechQ Server again.

2. Make sure that the My Worklist tab in the Reports List view is
open.

3. Select the report(s) you want to check in from the list. To select
multiple reports, press the Shift key and click each report.

4. Click Check In on the Actions bar. SpeechQ updates the report.
If a phase finishes, SpeechQ routes automatically reports to the
next phase.

Using Recognition Alternatives

When you create a report using speech recognition, SpeechQ
provides a list of recognition alternatives for each recognized word
or phrase in the Alternatives menu. You can use the Alternatives
menu by using either the mouse or Command & Control.

£ This menu is only available to users with speech recognition
rights.

To correct a word using the Alternatives menu, follow the steps
below:

1. Select the unrecognized word that you want to correct.
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2. Click the Alternatives menu. A list of alternative words
displays:

Alternatives K|

s cardiomediastinal
the cardiomediastinal
- a cardiormediastinal
cof cardiomediasztinal
- T cardiormediasztinal

: O cardiomediastinal

[ T 3 I N PR Y

3. Select the word you want to insert. The alternative displays in
the place of the original word.

If no recognition alternatives are available, you will receive a
message.

Using Auto-texts

Auto-texts are text shortcuts you can insert in a document. This
means that either via the Auto-texts menu or with a short voice
command you can quickly and efficiently add a pre-defined text, of
any length, to the report document. Saying the spoken command of
the Auto-text inserts the entire defined text.

£ You can only use Command & Control to access the first level of
the Auto-texts menu (Auto-texts assigned to the current work
type). You must manually insert Auto-texts assigned to other
work types.

£ You can use general system Auto-texts provided by the
Workflow Administrator or define your own.
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You can insert Auto-texts while recording, editing or reviewing a
report. You do not need to make any changes to your working
method.

Applying Auto-texts
£ This section illustrates an example of how you can apply the use
of Auto-texts to your report documents.

You are recording a report about a patient named William
Zelazowski. You have predefined an Auto-text, called Chief
complaint, with the following text:

'The patient, PTN_Patient_Name, is a [...]-year-old Gender with a
chief complaint of [...]'

The following example shows how to add this information to your
report:

1. At the position you want to insert the Auto-text, say, “Auto-text
chief complaint”. SpeechQ inserts the following text in the
report document:

The patient, William Zelazowski, is a [...]-year-old male with a chief
complaint of [...].

2. Say “Next Field seventy nine Next Field head trauma”. The
report document now contains the following text:

The patient, William Zelazowski, is a 79-year-old male with a chief
complaint of head trauma.

& PTN_Patient_Name is a Smart Field that SpeechQ automatically
completes with information from the patient properties.
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£ If you are recording with digital dictation the words “Auto-text

chief complaint” become part of the sound file rather than the
expanded text they refer to. You must be sure that the Medical
Transcriptionist understands what this means and enters the
correct text.

Topic Summary
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Module Summary
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Performance and Application

Performing Your Skills

To perform the skills introduced in this module, complete the
following exercises:

1. Log on to SpeechQ Report Station as “Mary”.

2. Review the My Worklist and Queued tabs.

3. Transcribe a report and suspend it.

4. Review the My Worklist tab.

5. Transcribe/edit two reports and send each for review.

6. Create a new report and assign an order to it.
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Module 8:
Setting User Preferences,

Adding Report Properties,
Applying Filters,and Selecting
Columns

Module Description

This module covers ways in which you can customize SpeechQ
Report Station to meet your personal needs. It covers various user
preferences you can set and how you can view and add report
properties. Other topics in this module cover applying filters to
view specific reports and selecting the columns of information that
you want to display.

Module Performance Objectives
After completing this module, you will be able to:

set user preferences.

add report properties.

apply filters.

select columns.

Module Prerequisites

To understand the concepts and perform the tasks in this module,
you should know how to:

¢ log on to SpeechQ Report Station.

e navigate SpeechQ Report Station.
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Module Scenario

Now that you know how to use some of the standard and
advanced features of Report Station, you want to customize Report
Station to be more consistent with your personal workstyle. You
have also received a notification that your password expires in
seven days and you need to change it. Customizations you want to
make include changing the new report notification, creating custom
report filters, and selecting which columns of information you want
to display in each list view.
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Topic:
Setting User Preferences

You can customize the SpeechQ Report Station program
environment by making personal settings that best suit your
working style. SpeechQ) remembers those settings and
automatically load them when you log on.

Your Workflow Administrator decides which user preferences
display here, sets the default values for them, and can also modify
them. In the case where you both make changes to a user
preference, the last applied change takes precedence.

To set user preferences, click Settings > User Preferences. The User
Preferences dialog box displays:

{1 User Preferences x|
I Recording I Speech Recognition I Hardware I Barcode I General I M atific:aticm I Calars I
Logon name al
Firzt name A
Middle name B,
Last name Attending
Shart name al
Activated ez
Organization unit <l
Email addrezz ah
Speech recognition ez
tobile input |Here wou can see if the user is allowed to use speech recognition,
Yoice charactenstics Lower Pitch
Allow to change preferences ez
Uszer roles Attending
Wiork groups Default Attending Work Group
Office Phone
Paszzword...
Ok Cancel Help |
Y
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The User Preferences dialog box displays the following tabs:

Option Description

User Properties View your personal properties, change certain properties

and change your password.

Recording Customize the layout of SpeechQ on your PC during
recording and make settings for listening to your
recordings.

Speech Recognition | If you are a recognition user, you can decide to use
speech recognition while recording your dictations and
make specific recognition settings.

Hardware Customize the buttons on your SpeechMike or Foot
Control.

Barcode Make settings to select orders or exams via barcode
scanning.

General Display the New Report dialog box when you create a

new report and set SpeechQ to refresh automatically.

Notification Set the type of notification you want for new reports.

Colors Customize the color-coding of reports.

In addition to these personal settings, users with the user role of
Attending can also set their electronic signature for attaching to
finished reports.

Viewing and Changing User Properties

The User Properties tab of the User Preferences dialog box lists
your personal user properties. SpeechQ uses these properties to
identify you and your reports in SpeechQ. Some of these properties
are read-only information, some you can change.
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The following properties are read-only information, which you
cannot change. These properties have been defined by your
Workflow Administrator during the process of installing you as a

SpeechQ user:

Property

Description

Logon name

Displays the unique name you use for logging on to

SpeechQ.

First name Displays your first name.

Middle name Displays your middle name (if you have one).

Last name Displays your last name.

Short name Displays the unique name SpeechQ creates by when
your Workflow Administrator adds you to SpeechQ.

Activated

Enables you to access the SpeechQ) system.

Organization unit

Displays the specific group of users within your

organization to which you belong.

Speech recognition

Enables you to use the speech recognition of spoken
words.

Mobile input

Enables you to use speech recognition from mobile
dictation devices.

Voice characteristics

Helps the acoustic reference file (ARF) to recognize your
voice. The options are: Higher pitch and Lower pitch.
These settings must be made objectively and not only
based on the user's gender (i.e. although most male users
will be assigned lower pitch characteristics, it may be
better in some cases to assign a male user to the higher
pitch category, and vice versa for female users).

Allow to change
preferences

Displays whether you have the right to modify your

User Properties.
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Property Description

User roles Displays the user roles which have been assigned to you;
these define how you interact with the SpeechQ system.

Work groups Displays the work groups you have been assigned to;
these are used by SpeechQ to assign specific work types
to you.

All users can view and change the Email address property. Your
email address, used for report delivery if selected in your report
properties.

The Workflow Administrator can add other personal properties
when installing users, for example, telephone number, which may
or may not be read-only.

£ This tab also has a button for changing your password.

Setting Recording Preferences

The Recording tab of the User Preferences dialog box enables you
to define how SpeechQ looks on your PC while you are recording a
dictation, and to make settings for listening to your recordings.
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box displays:

! User Preferences =l

Flecnrdingl Speech Flecognitinnl Hardwarel Earcodel Generall Notificationl Enlnrsl

To set recording preferences, follow the steps below:

1. Click Settings > User Preferences. The User Preferences dialog

Logon name

First name

Middle name

Last name

Shart name
Activated
Organization unit
Email address
Speech recognition
Mobile input

Yoice characteristics
Alloww to change preferences
Uzer rales

Whork, groups

Office Phone

Pagzzword...

al
A
A,
Attending

al

Mo

Lower Fitch

ez

Attending

Drefault Attending Work Group

ab

Ok

Cancel
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2. Click the Recording tab. The Recording tab displays.

. (! User Preferences X|
Recording - _ _ _ _ _

—

—

: milizeconds
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The Recording tab displays the following section boxes and

options:

Section Box/
Option

Description

Recording

Displays the following options:

Show report during recording: Enable this
option to view the report document you are
recording.

Show toolbar only: Enable this option to hide
the SpeechQ Report Station window and only
have the toolbar visible during recording (you
can use the command “Restore Window” to
return to the full view).

Start recording after creation: Enable this option
to initiate Dictation mode automatically after

you create a new report.
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Section Box/ Description
Option
Playback Displays the following options:

e Playback speed: Set the speed for the playback
of your recordings.

e Winding speed: Set the speed for rewinding and

fast forwarding through your recordings.

& Click the Reset button to restore the default settings
for both playback speed and winding speed sliders.

e Acoustic feedback: Activate this option to listen
to your recording during winding.

e Auto-backspace: Activate this option and
specify the number of milliseconds to rewind a
sound file when restarting playback.

e Synchronous playback: Deactivate this option if
you do not want words to be highlighted during
playback of the sound files.

£ You can also switch between synchronous and
asynchronous playback by pressing Shift + F8.

3. Click OK. SpeechQ saves your changes.
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Setting Speech Recognition Preferences

The Speech Recognition tab of the User Preferences dialog box
enables you to define user settings for speech recognition.

To set speech recognition preferences, follow the steps below:

1. Click Settings > User Preferences. The User Preferences dialog

box displays:
{1 user Preferences |
Recording I Speech Recognition I Hardware I Barcode I General I M atification I Calars I
Logon name al
First name Al
Middle name A,
Lazt name Attending
Short name al
Activated Yes
Organization unit <Al
Email address ah
Speech recognition ez
Mobile input Mo
Yoice characteristics Lower Fitch
Allow to change preferences Yes
Ulgzer roles Attending
Whork, groups Drefault Attending Work Group
Office Phone
Pagzzword...
] Cancel Help |
A
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2. Click the Speech Recognition tab. The Speech Recognition tab
displays:

{0} User Preferences |

Uzer F'mpertiesl Recording } Hardwalel Barcudel Generall Nntificationl EDIDISI

— Speech recognition

¥ Use speech recognition Audio wizard...
v Automatic punctuation i ..
- Initial Training...
[ Background speech recognition SpeeCh = g |
¥ Show recognizer previews Recognition
¥ Use Command & Cortrol
¥ Test selection by voice

[~ Command sound notification

—idaptation
¥ Use ConTest &daptation

' Handle unknown words after finishing report
" Handle unknown words later [™ | &daptation by Conlest Administratar

¥ Update my acoustic references

v &lways update data on server

0k I Cancel Help |
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The Speech Recognition tab displays the following section boxes:

Section Box/
Button

Description

Speech recognition

Displays the following options:

Use speech recognition: Enable this option to
perform speech recognition when recording.

Automatic punctuation: Enable this option to
use the ConText's automatic punctuation feature.

Background speech recognition: Enable this
option to view only the report document
template during recording. The recognized text
does not display.

Show recognizer previews: Enable this option to
display a preview of the recognized speech in
the 'recognition bubble'. This is a word-by-word
preview and therefore will not correspond

exactly to the text the document displays.

Use Command & Control: Enable this option to

use voice commands while you work.

Text selection by voice: Enable this option to use
voice commands to select parts of the text for
modification or deletion.

Command sound notification: Enable this
option to hear a noise when a voice command is
understood and executed by the SpeechQ
system.

Audio Wizard: Click this button to adjust your

audio settings.

Initial Training: Click this button to start speech
recognition training.
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Section Box/ Description
Button
Adaptation Displays the following options:

e Use ConText Adaptation: Enable this option to
have your language model and the ConText
Lexicon updated in order to improve the

recognition accuracy.

¢ Handle unknown words after finishing report:
Enable this option to handle words not known to
the ConText immediately after finishing a report.

¢ Handle unknown words later: Enable this
option to handle words not known to the
ConText at a later time.

e Adaptation by ConText Administrator: Enable
this option if all your unknown word handling is
to be done by a specified ConText Administrator.
This option is only enabled after you have
selected the option Handle unknown words
later.

e Update my acoustic references: Enable this
option to have your acoustic reference file
updated and improved. This process adapts

SpeechQ to your voice characteristics.

e Always update data on server: Enable this
option to ensure that your most recent speech
recognition data is saved centrally, and
accessible from all workstations. If you choose
not to activate it, your recognition rate will vary
from workstation to workstation.

3. Click OK. SpeechQ saves your changes.
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Setting Hardware Preferences

The Hardware tab of the User Preferences dialog box enables you
to select the hardware device you are using and make personal
settings for that device.

To set hardware preferences, follow the steps below:

1. Click Settings > User Preferences. The User Preferences dialog
box displays:

{0} user Preferences x|
Recording I Speech Recognition I Hardware I Barcode I General I Motification I Colors I
Lagan narne al
Firzt narne Al
Middle narme A,
Last name Altending
Shart hame al
Activated e
Organizatian Lnit ol
Email addresz ab
Speech recognition Yes
b abile input MHa
Yoice characteristics Lowwer Fitch
Allows to change preferences “es
Uzer roles Altending
Whork, groups Default Attending work Group
Office Phone
Pazsword...
QK. Cancel Help |
A
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2. Click the Hardware tab. The Hardware tab displays:

{0} User Preferences |

Barcndel Generall Nntificationl Colorsl

\:|

|dzer Propertiesl Hecordingl Speech Recognition i H

— Control device

DP Configuration. ..
{* SpeechMike Pro |

" SpeechMike Classic [&merican edition]

ardware
" Philips Foot Contral
r— Button functions
Button name Functionality | Mode

Command <Monex nea [OnOE]
Record Record Press-and-Hold
Playback Flayback On 08

Rewind Fazt Rewind Press-and-Hald
Forward Fast Fonward Prezs-and-Hold
ECOL Firizh & zign report nda [On0H]
INS/0WWER Mew Auto-text from selection nda [OnA0]

Q. I Cancel Help |

The Hardware tab displays the following section boxes, buttons,
and options:

Section Box/ | Description
Button/
Option

Control device Select the option which corresponds to the device you use:
e SpeechMike Pro
e SpeechMike Classic (American edition)

e Philips Foot Control
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Section Box/ | Description

Button/

Option

DPM Click this button to display the DPM Configuration dialog box.
Configuration This enables you to change the configuration settings on your

DPM directly from the Report Station.

Button functions

The buttons and functions described below are not available for all
devices, as these devices have different functionality. The option

selected here determines the settings you can make.

Depending on the device you select above, you can personalize its
buttons in terms of both functionality and behavior.

The following buttons are available:
e Command
e Record
e Playback
e Rewind
e Forward
e EOL

e INS/OVWR

Trigger (only on SpeechMike Classic)

To personalize a button, select the button from the list and then

select the function from the available options.

Functionality The following functions are available:
e None: No function is assigned to the button.
¢ Command mode: Activates Command mode.
e Record: Activates Dictation mode.
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Section Box/
Button/
Option

Description

e Playback: Starts playback of the sound file.
e Fast Rewind: Rewinds a sound file.

¢ Fast Forward: Forward winds a sound file.
e Create new report: Creates a new report.

e Handle unknown words: Displays the Handle Unknown
Words dialog box.

e Send report for transcription: Promotes the report to the

transcription phase.

o Finish & sign report: Signs the report and (if SpeechQ is
so configured) displays the Signature Password dialog
box.

e Suspend report: Stops recording and suspends the report

in the recording phase.

e Show/hide Command Explorer: Displays the Command
Explorer bar when the button is pressed. Pressing the

button again closes the bar.

e Show/hide reference section: Displays the reference
section when the button is pressed. Pressing the button

again closes the reference section.

e Insert/Overwrite: Enables new text either to be inserted in
existing text, or to overwrite the existing text (character for
character).

e New Auto-text from selection: Creates an Auto-text from
the selected text.

e Toggle visibility: When using a PACS, displays or hides
SpeechQ Report Station.
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Section Box/
Button/
Option

Description

e Next Field: Moves the cursor position to the start of the
next Field in the report document.

e Previous Field: Moves the cursor position to the start of
the last Field in the report document.

& Not all functions are suited to all buttons. For example, in a
PACS environment you should not use a SpeechMike
Forward slider to toggle visibility, since moving the slider
initiates more than one action and you will not be able to
toggle back. Make sure to test your functions after you have

assigned them.

Mode

For some functions, you can also define how the button behaves. If
you select On / Off, you must press the button once to turn the
function on, and once to turn it off. If you select Press-and-Hold,
the function will only be active while the button is depressed. If a
function has only one possible setting, the default setting only
displays (with n.a. before it to show that it cannot be modified).

3. Click OK. SpeechQ) saves your changes.
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Setting Barcode Preferences

On the Barcode tab of the User Preferences dialog box, you can

enable barcode scanning to search for patients, orders and

examinations in the Patients and Orders Lists. You can also use a
barcode scanner to assign an order to a report when the Assign
Order dialog box is open.

To set barcode preferences, follow the steps below:

1. Click Settings > User Preferences. The User Preferences dialog

box displays:
x
| Recording I Speech Recognition I Hardware I Barcode I General I Motification I Colors I
Lagan narne al
Firzt narne Al
Middle narme A,
Last name Altending
Shart hame al
Activated e
Organizatian Lnit ol
Email addresz ab
Speech recognition Yes
b abile input MHa
Yoice characteristics Lowwer Fitch
Allows to change preferences “es
Uzer roles Altending
Whork, groups Default Attending work Group
Office Phone
Pazsword...
QK. Cancel Help |
A
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2. Click the Barcode tab. The Barcode tab displays:

{0} User Preferences

|dzer Propertiesl Hecordingl Speech Hecngnitinnl Hardware: B Generall Nntificationl Colorsl

[” Barcode scanning ¥ Barcode

Select the key which initiates barcode input: ISTX [start of text]

Select the key which terminates barcode input: IET}{ [end af text)

Ll L

Q. I Cancel Help

The Barcode tab displays the following options:

Option Description

and examinations.

Barcode scanning Enable to use a barcode scanner to select patients, orders

initiates barcode the SpeechQ system to expect barcode input.
input

focus changes to the barcode scanner.

When the barcode scanner sends the defined key, the

keyboard is no longer responsive to keystrokes. The

Select the key which | Select an entry from this list to define a key which tells
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Option Description

Select the key which | Select an entry from this list to define the key that tells
ends barcode input | ¢ SpeechQ system when barcode scanning finishes.

£ When the barcode scanner sends the defined key, the
keyboard becomes responsive again. The focus
moves away from the barcode scanner.

= You must also define the Prefix string and the Suffix string in
the Barcode Configuration program. These settings must match
the settings you entered in here to start and end barcode input.
SpeechQ will expect the barcode scanner device to be
configured to send Ctrl + ASCII combinations. For example,
when you set CR (carriage return) as a Prefix, SpeechQ will
recognize it only if it comes as Ctrl + M and not the 0x0D
keycode.

For detailed information, refer to the Barcode Configuration
Online Help. The Barcode Configuration program can be found
on your SpeechMike CD.

3. Click OK. SpeechQ) saves your changes.
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box displays:

Setting General Preferences

make general settings.

x

Flecnrdingl Speech Flecognitinnl Hardwarel Earcodel Generall Notificationl Enlnrsl

The General tab of the User Preferences dialog box enables you to

To set general preferences, follow the steps below:

1. Click Settings > User Preferences. The User Preferences dialog

Logon name al
First name &)
Middle name A,
Lazt name Attending
Shart name al
Activated ez
Organization unit <Al
Email address ah
Speech recognition ez
Mobile input Mo
Yoice characteristics Lower Fitch
Allow to change preferences Yes
Ulgzer roles Attending
Whork, groups Drefault Attending Work Group
Office Phone
Pagzzword...
] Cancel Help |
A
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2. Click the General tab. The General tab displays:

{0} User Preferences

Lser Propertiesl Hecordingl Speech Hecngnitinnl Hardwarel Barcode Nntificationl Colorsl

I Display properties for new report General
v Display Toolbar menu
v Digplay Actions meru

™ Open nest report automatically

r—List behavior
Refresh autormatically eveny: |2 3: mniniLke(s]
Search results: 200 ThasirmLIm.

—Cuick delivery optiohs

To enable emailing or printing of reportz independent of the workflow, activate the comezponding option:

[ Email
E-mail prafile: I j
E-mail profile paszword: I

™ Frint

Q. I Cancel Help |
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The General tab displays the following section boxes and options:

Option Description

Display properties | Enable this option to display the New Report dialog box
for new report when you create a new report. Deactivate this option to
not display the New Report dialog box when you create
a new report. If you choose not to activate this option,
the New Report dialog box may still be displayed when

you create a report, for one of the following reasons:

¢ Not all mandatory report properties have been
defined in the Default Report Properties dialog
box.

e You have more than one user role, and for the
user role you are currently working in, the

default report source is not defined.

Display Toolbar Enable this option to display the Toolbar menu.
menu

Display Actions Enable this option to display the Actions menu.
menu

Open next report If this option is activated, every time a report in My
automatically Worklist is closed, the next report in the list is

automatically opened. This will not work if the report
was opened using a program other than SpeechQ (e.g.
PACS), nor will it work if the report was closed using the

functions Discard or Suspend.
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Option

Description

List behavior

These settings define how the Order, Patient and Report

Lists display their information:

Refresh automatically every: Set how often the
lists are refreshed. The minimum value you can
select is one minute. Auto-refresh does not
interfere with any selections you have made in
the Lists or filters you have applied to them.

& Refreshing the lists takes a little longer if the lists

contain a lot of information. If your system is

configured to list a great many reports or orders (for

example, more than 100), you may want to increase

the auto-refresh interval value. Alternatively, you

can reduce the number of columns visible, or use the

Search results option to reduce the list size.

Search results: Set the maximum number of
results for a search in the Orders List and
Patients List. The permitted range is 10 to 2,000.

Quick Delivery
Options

Selecting the options Email or Print will enable you to

deliver a report, either as a printed document or attached

to an email, in any phase of the workflow. If these

options are selected, the corresponding button(s) display

on the Actions bar when the report document is open. If

you select the Email option, you may also be required to

enter the following information (depending on the email

client used by your system):

Email profile: Enter the name of your email
profile (as configured in Microsoft Outlook). This
is usually the same as your email address, but
depending on the configuration of your email
program, it may be different.

Email profile password: Enter the password for

your email profile.

3. Click OK. SpeechQ saves your changes.
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Setting Notification Preferences

The Notification tab of the User Preferences dialog box enables you
to define how SpeechQ is to notify you when a new report is routed
to you. For Residents and Attendings this is when a report is ready
for review or adaptation; for Attendings this can also be when a
report is ready for approval; for Medical Transcriptionists this is
when a report is ready for transcription; for ConText
Administrators this is when a report is ready for adaptation.

To set notification preferences, follow the steps below:

1. Click Settings > User Preferences. The User Preferences dialog

box displays:
x
| Recording I Speech Recognition I Hardware I Barcode I General I Motification I Colors I
Logon name al
First name Al
Middle name A,
Lazt name Attending
Short name al
Activated Yes
Organization unit <Al
Email address ah
Speech recognition ez
Mobile input Mo
Yoice characteristics Lower Fitch
Allow to change preferences Yes
Uzer roles Attending
Whork, groups Drefault Attending Work, Group
Office Phone
Pagzzword...
] Cancel Help |
A
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2. Click the Notification tab. The Notification tab displays:

Notification

[} User Preferences
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The following table describes section boxes on the Notification tab:

Section Box Description

New reports Displays the following options:

e Visual notification: Enable this option to receive
a notification in the notice board when a new

report has arrived in your worklist.

¢ Sound notification: Enable this option to receive
an audio signal when a new report arrives. You
can select the kind of sound notification you
want to have:

e Default: Select this option to receive the
standard audio signal.

e Preferred: Select this option to use a specific
notification sound file located on your PC.
Click Browse to locate the corresponding
sound file.

2 i you do not want visual or sound notification, make

sure that both options are not selected.
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Section Box Description

Batch adaptation Displays the following options:

e Use batch adaptation: Enable this option to
receive notification of reports waiting for
ConText Adaptation.

e Notification after: Select the amount of time that
a report can be in the adaptation phase before
SpeechQ notifies you that it is waiting for
ConText Adaptation.

e Check after startup only: Select this option to
check for reports waiting for ConText
Adaptation at logon only.

o  Check every: Select this option and specify the
required number of hours (between 1 and 72)
that SpeechQ checks periodically for reports

waiting for ConText Adaptation.

3. Click OK. SpeechQ saves your changes.

Setting Color Preferences

The Colors tab of the User Preferences dialog box enables you to
define the color-coding that SpeechQ uses. This provides instant
visual information about both reports and how you are currently
working with SpeechQ Report Station.

& Your Workflow Administrator can lock the color codes so that
users of the Report Station cannot edit them. In this case the
Colors tab does not display.

Each entry in all lists in SpeechQ Report Station is color-coded. This
includes lists of reports, lists of orders and lists of patients. The
color code relates to specific conditions that the item fulfills.
SpeechQ comes with default colors for default conditions.
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To set color preferences, follow the steps below:

1. Click Settings > User Preferences. The User Preferences dialog
box displays:

User Preferences for jwaddell x|

| Speech Hecagnitianl Haldwarel GenEIaII Natificatinnl Ealnrsl

—FRecarding
¥ Show report during recording
[ Show toolbar anly

[™ Start recording after creation

—Plavback.
Playback speed:

LSy

Winding speed:;

| +

o
Rezet |
™ Acoustic feedback
[ Auto-backspace: |3DDD 3: millizecands

¥ Spnchronous plaghack

Ok I Cancel Help |
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2. Click the Colors tab. The Colors tab displays:

{0} User Preferences

Lser Propertiesl Hecordingl Speech Hecngnitinnl Hardwarel Barcndel Generall Matific.ation CD'

Edit... |
Beset |

Mizcellaneous reports
Perzonal reports
Frimary work, group
Other work grouplz)
Reports in progress
Checked-out reportz
Reportz without order
Orders

Examinations
Auto-texts

Dictation mode
Background recognition mode
Digital dictation mode
Carmand mode
Speling mode
Micraphane aff

OB00OEECDO000000

— Description

Q. I Cancel Help |

Each entry in all lists in SpeechQ Report Station is color-coded.
This includes lists of reports, lists of orders and lists of patients.
The color code relates to specific conditions which the item
tulfills. SpeechQ comes with default colors for default
conditions. The list color codes are:

e Miscellaneous reports: Indicates reports which do not
belong to any of the other categories. The default color code
is white.

e Personal reports: Indicates reports assigned specifically to
the user, which have not yet been worked on.

e Primary work group: Indicates reports assigned to the user's
primary work group.
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e Other work group(s): Indicates reports assigned to another
work group (not the primary work group).

e Reports in progress: Indicates reports which are being
worked on.

¢ Checked out reports: Indicates checked out reports.

e Report without order: Indicates that no order is associated
with this report.

e Orders: Indicates orders.

e Examinations: Indicates examinations associated with this
report.

£ These lists also have a frame color (see below) indicating the
mode you are in.

Defining Document Frame Colors

Each list also displays a frame color that indicates the mode in
which you are working.

When working with speech recognition, the Word document of
your report will also be color-coded. This color code, which
displays as a frame around the document, relates to the currently
active mode. The document frame color codes are:

e Dictation mode: The Dictation mode voice commands are
available.

e Background recognition mode: The recognition results for
this report are not visible.

o Digital dictation mode: Speech recognition is not enabled
for this report.

¢ Command mode: The Command mode voice commands are
available.
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e Spelling mode: The Spelling mode voice commands are
available.

e Microphone off: The microphone is off.

Recognizing Auto-text Colors

When you insert an Auto-text into a report document, SpeechQ
highlights the text of the Auto-text. This makes it clear to the
Medical Transcriptionist that this text is fixed and they should not

change it.

£ The Auto-text color must be one of the 16 colors Word pre-
defines. You cannot customize Auto-text colors.
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Changing a Color Code

To change a color code, follow the steps below:

box displays:

User Preferences for jwaddell

HECDfdlngl Speech Hecognitionl Hardwarel Generall Notifiu:atiu:unl Eolnrsl

1. Click Settings > User Preferences. The User Preferences dialog

—Recording
W Show report during recording
[ Show toolbar only

[ Start recording after creation

— Flayback
Playback speed:

Sy

Winding speed:

L

Fiezet |

[ Acoustic feedback
[~ &uto-backspace:
W Synchronous playback,

I3EIEID 3: millizeconds

=1

Cancel
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2. Click the Colors tab. The Colors tab displays:

User Preferences for jwaddell x|

Hecordingl Speech Fleu:ngnitinnl Hardwarel Generall Matification  Colars |

anenLs reporks
Personal reports
Prirnary work. group
Other work aroup(s]
Reparts in progress
Checked-out reports
Reports without order
Orders
Examinations
Auto-teuts
Dictation mode
Background recognition mode
Digital dictation mode
Command mode
Speling mode
Microphone off

OBE000B000O0DO0OL

—Deszcription
Thiz iz the color for reports which do not belong to any of the other categones.

QK. Cancel Help |
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3. Select the color code you want to change and click Edit. The

Color dialog box displays:

Enlur

Bazic caolars:

TN
C_ U g
Ay ) Al |
HMEEEENEN
EEEEEEEN

il el i
Custarn colars:
EEEEEEEN
e rrrer Hue:[160  Red[255
Sat: ID— Greer: |255
Define Custom Calors =3 | Colarl5olid Lurm; Im Blue; Iﬁ

] I Cancel | Add to Custom Colors |

4. Select one of the Basic colors, or create a custom color, and click
OK. Repeat this for every color code you want to modify.

For more information about creating custom colors, see
Microsoft Word’s online help.

7 You can click the Reset button to restore the default colors.

5. Click OK. The new color displays on the Color tab.
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Changing Your Password

Depending on how your Workflow Administrator configures

security settings, you might have to change your password at
specific intervals. You can also change your password at any time.

To change your password, follow the steps below:

1. Click Settings > User Preferences. The User Preferences dialog

box displays:
x
i Recording I Speech Recognition I Hardware I Barcode I General I Motification I Colors I
Lagan narne al
Firzt narne Al
Middle narme A,
Last name Altending
Shart hame al
Activated e
Organizatian Lnit ol
Email addresz ab
Speech recognition Yes
b abile input MHa
Yoice characteristics Lowwer Fitch
Allows to change preferences “es
Uzer roles Altending
Whork, groups Default Attending work Group
Office Phone
Pazsword...
QK. Cancel Help |
A

2. Click the User Properties tab.
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3. Click Password. The Change Password dialog box opens
displaying your logon name:

i Cchange Password x|

Logon nanme: al

Old paszword:

Hew pazsword;

Confirm pazswaord:

k., I Cancel Help

4. Enter your Old password in the field.
5. Enter your New password in the field.

6. Confirm your new password by entering it in the Confirm
password field.

7. Click OK.

£ Passwords are case sensitive. If the new password and the
confirmation do not match, an error message displays and you
must repeat the procedure.

G

The Workflow Administrator assigns your initial password to
you. You can change it at any time after logging on to SpeechQ.
Your password may not contain more that 22 characters. There
is no lower limit, but for security reasons you should ensure
that the password you choose is sufficiently complex.
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£ When your current password is close to expiring SpeechQ
displays a message asking you to change your password. If you
select to do this, the Change Password dialog box displays.

£ You cannot re-use an old password. If you do not set a new

password before your existing password expires, you will be

denied access to SpeechQ and must contact your Workflow

Administrator.

Using SpeechQ Report Station 259



Setting User Preferences, Adding Report Properties, Applying Filters,and Selecting Columns

Topic:
Viewing and Adding Report Properties

SpeechQ stores all information relevant to SpeechQ reports in the
form of a large number of report properties. Each property has a
tield name and belongs to one of several types (see below). These
tields can contain read-only information, which cannot be altered,
and properties users can change for the corresponding report. The
tields a user can modify depend on the current phase and state of
the report and on the user's access rights.

£\ To save time when creating reports, you can assign default
values to some of these properties.

To display a report's properties select the report from your Reports
List and click the Properties button on the Actions bar, the Report
Properties dialog box displays.

Identifying Mandatory Fields

An exclamation mark (Lo the left of a property means that it is
mandatory and a value must be populated.

Identifying Field Types

All properties that you can edit have an icon to the right of the
field.

Icon Field Type | Description
Text entry Enter information consisting of letters and
field numbers. For example, a patient's name and
address.

260 Using SpeechQ Report Station



Setting User Preferences, Adding Report Properties, Applying Filters,and Selecting Columns

Icon

Field Type

Description

Value range
field

Enter information consisting of numbers only. For

example, Social Security number, fax number.

£ Some of these fields will have predefined
maximum or minimum values. If you enter a
value outside this range, the value will revert
either to the last saved value or to the nearest
corresponding limit. Make sure to check all

new entries before applying your changes.

Number
field

Enter information consisting of numbers,
including decimals. For example, a patient's
height or weight.

Date and
time field

Enter information consisting of a date and time.
For example, a patient's date of birth, report
creation date.

& Click the icon itself to display a calendar.
Click on a date in the calendar to enter that
date in the field. The date and time format
which displays and which you can enter
depends on the regional settings of your
Windows operating system (Start > Control
Panel > Regional and Language Options).

Single
selection list

Select information from a drop-down list; only
one selection is possible. For example, patient

gender, language.

Multiple
selection list

Select information from a drop-down list; more
than one selection is possible. For example, report
delivery method (fax, printout, email).

£ Making no selection may also be a valid
option for these lists, therefore it is possible
for a multiple-selection list to be mandatory
and still empty.
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Icon

Field Type

Description

[0

File menu

Import information from outside the SpeechQ

system.

Click on the icon itself to display a Browse button.
Click Browse to search for the relevant
information. For example, ConText, document file,

sound file.

Some of the report properties are also shown on the Reports List.
The list columns correspond to the field names of the report

properties.

Default Report Properties

Before creating any reports it is advisable to customize your report
properties by defining default values. Once this is done, the process
of creating new reports is faster. By setting defaults you ensure that
when you create a new report, SpeechQ automatically populates
many of the property fields. You can still modify these fields for
each individual report.
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To view and modify the default properties for your reports, click
Settings > Default Report Properties. The Default Report
Properties dialog box displays:

{0} Default Report Properties x|

WforkFlow bope:

PSP wiorkflow Type Standalone Iv Detault warkflow type

Property Drefault valus | | Add... |

Woork tppe  Default work, type E
Bemave |

Drefault report source:

<Mot selected: j

] | Cancel | Help |

The Default Report Properties dialog box displays the following
tields and options:

Field/Option Description

Workflow type Contains the workflow types available to you. Select a
type from the list and its properties display; you can

make changes to these properties.

Default workflow Activate this check box for SpeechQ to create
type automatically new reports based on the selected

workflow type.
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Field/Option

Description

Default report
source

Enables you to select a source. If you are a Resident or an
Attending, you can select Recording (user role). When a
Resident or an Attending creates a new report using a
SpeechMike microphone, the selected source is applied,
by default, to the report.

& If you select a default report source, the default
properties of that report source override the default
report properties that the Administrator has defined

for you as a user.

X

You can define the default report source for only one
user role at a time. If you define it while working as a
Resident, for example, it is always set to Recording
(Resident). This means that when you later work as
an Attending, the setting is <Not selected>. If you
change it manually to Recording (Attending), then
the same is true for the next time you work as a
Resident.

Add

Click this button to display the Add Default Properties
dialog box. From the Add Default Properties dialog box,
you can select report properties for the workflow type
for which you want to define default values.

Remove

Select a default property and click this button to remove
it from this workflow type.

Adding Default Report Properties

The Add Default Properties dialog box enables you to select report
properties for which you want to assign default values.

The Available default properties list contains all the report
properties available for the workflow type you select in the Default

Report Properties dialog box.
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To add a report property, follow the steps below:

1. Click Settings > Default Report Properties. The Default Report
Properties dialog box displays:

{0} Default Report Properties x|

WforkFlow bope:

PSP Workflow Type Standalone v Diefault warkflow type

Property Drefault valus | | Add... |

Woork tppe  Default work type E
Bemave |

Drefault report zounce:

<Mot selected: j

(K Cancel Help |
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2. Click Add. The Add Default Properties dialog displays:

{0 Add Default Properties x|

—Available default properties;

[[] Resident ;I
[] Return status

[] Review settings

[[] Sound file length

[T Turnaround tirme [hours)

[] Uszer data 1

[] Uszer data 2

[] Uszer data 3

[] Userdata 4

Work type

)4 I Caticel | Help |

3. Select the properties that you want to add.
4. To remove a report property, clear the corresponding check box.

5. Click OK. SpeechQ adds the properties and displays them the
Default Report Properties dialog box.

Viewing and Modifying Report Properties

After you add default report properties, you can modify the new
property fields in the Report Properties dialog box.

To view report properties, follow the steps below:

1. In the Reports List view, select the report for which you want to
view properties.
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2. Click Properties on the Actions bar. The Report Properties
display:

x
Standard | fdvanced I
| R epart name | |at;| |
Comment ah
Wiark hpe Drefault wark, type E
Deliven options E
Prirker =
Priciity 1 12
Due at 542242006 17:32:21 Ak 3
Turnaround time [k 01
User data 1 =
zer data 2 = ;I
k. | Cancel | Help |
4

The Report Properties dialog box displays two tabs:

e Standard

e Advanced

The Standard tab displays the following properties for the default
workflow:

Property Description

Work type Displays the document type that is the expected outcome
of the workflow process, for example, x-ray, CT,
mammography.
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Property Description

Priority Displays the priority of the report. The default range is
1 - 15, with 1 being the lowest priority and 15 the highest.
If the user who creates the report does not set a priority
level, the report will be given an average priority.

Due at

Displays the date and time, set by the default value for
the Turnaround time, when the report should be
completed. If the report is overdue the priority rating
rises. This field can be modified by the author.

Report name

Displays the title of the report. The person who creates
the report can add a title. If no title is given, this field
contains the value <no name>.

Comment Displays written instructions from the author to the
Medical Transcriptionist.

Delivery options Select how you want to deliver the output document. For
example, printed document or file attached to an email.

Printer

Displays the designated printer for the report document,
if this method is selected for delivery.

Email address

Displays the email address to which Speech sends the

report document, if this method is selected for delivery.

Fax number

Displays the fax number to which SpeechQ sends the

report document, if this method is selected for delivery.

Turnaround time
(hours)

Displays the default value that indicates the expected
amount of time from creation of the report until signing.
You can change this value to set the Due at value. Once
an author creates a report, modifying the Turnaround
time in the report's properties table has no effect on the
Due at value.

If you change the default value for the Turnaround time,

this affects all existing reports as well as future ones.
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Property

Description

Review settings

Enable this setting to allow the author of the report to
bypass the review phase of the workflow at their
discretion. If the value is No review, the MT who
transcribes the report will not have the option to send it
for review, but only for approval. If the value is Review
needed, the report can only be sent for review. If the
value is Undefined, the MT will have the option either to
send it for review or to send it directly for approval.

Delivery Indicates if a preliminary version of a report should be

preliminary sent to the HIS/RIS. This function is not used in a stand-
alone installation. The available options are: After initial
recording; After transcription; After resident finish;
After recording suspended.

Resident Displays the user who recorded the sound file of the
report.

Attending Displays the user who recorded the sound file of the
report or approved a report recorded by a Resident.

Medical Displays the user who reads the text created with speech

Transcriptionist recognition and corrects any incorrectly recognized
words or who writes out the text of the report.

ConText Displays the user who performs ConText Adaptation

Administrator (unknown words handling) for the author of this report.

Phase Displays the report’s current phase.

State Displays the report’s current state.

Checked out

Displays if the report is checked out for offline work.

Creation date

Displays the fate the author created the report. This field
is automatically filled in by SpeechQ. You can use it to

track the time it takes to complete a report.
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Property

Description

Sound file length

Displays the length of the sound file in mm:ss

(minutes:seconds).

Return status

Indicates what action was taken to return the report (i.e.
if the approval or review was accepted or rejected), if a
report has returned to a user after being sent for review

or approval.

Use speech Indicates if the report is recorded using speech

recognition recognition.

MedQuist Indicates if the report is to be sent to the MedQuist

transcription Transcription Platform for transcription. The report is
transcribed outside SpeechQ.

Adaptation Displays the current status of adaptation for this report.

The Advanced tab displays the following properties for the default

workflow:

Property Description

Report ID Displays the unique identification code of the report,
generated by SpeechQ.

Workflow type Displays the workflow type defines the phases of the
workflow.

Check out by Displays the user who checked out the report.

Created by Displays the user who created the report.

Last modified Displays the date and time when the report was last
worked on.

Locked by Displays the user who currently has access to the report
(if it is checked out or not).

270 Using SpeechQ Report Station




Setting User Preferences, Adding Report Properties, Applying Filters,and Selecting Columns

Property Description

Used by PC Displays the name of the PC that currently has access to
the report.

Transfer Displays the status of reports that are being downloaded.

Error Indicates if the report has been suspended due to an
error.

Archived Indicates if the report has been archived.

Error description Provides information about any errors that occur.

Addendum Indicates if the report is an addendum, rather than an

original report.

Order Displays the order for which the author created the
report.

Examination Displays the examination associated with this order.

Patient Displays the patient for whom the order was created.

Organization unit Displays the organization unit to which the user belongs.

Identifying Other Properties

In addition to the above list, your Workflow Administrator may
choose to configure other properties, such as:

Property Description

Document file Displays the template for the report document.
Sound file Displays the location of the sound file.
Signature Indicates if the report has been signed.
Review accepted Indicates if the review has been accepted.
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Property Description

Delivery successful | Indicates if delivery has been successful.

RIS delivery count | Indicates the number of times this report has been
delivered to a RIS.

& When you check out a report to work on it offline, a
progress bar displays on the Report Properties dialog
box. This shows the progress of the download.
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Topic:
Applying Filters and Selecting Columns

Defining Filters

You can customize lists of reports, patients and orders by filtering
them to display specific information. You can also save a filter for
future use and load it each time you want to use it.

£ In the Reports List view, you can only filter the reports on the
Completed tab.

To customize a list, verify that the correct list displays and click
Filters on the Standard toolbar. The Filters dialog box displays:

The Filters dialog box enables you to define filter conditions and to
delete, save and load filters.
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Applying Filter Conditions

To define and apply a custom filter, follow the steps below:
1. Click Orders List or Patients List.

2. Click Filters on the Standard toolbar. The Filters dialog box
displays:

— Filter conditionz

| | | ==

Column name O perataor Yalue

Cloze

Help

ddi}

New

Mew Bemave Clear |

Logical operator:

&+ AND i OR

Load... Save...
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Click New. The Filters dialog box displays fields in which you
can enter new filter properties:
i Filters x|
— Filter conditions
Apply
Column name Operator Walue
ORD_Patient_Mame = Ruszzle Smith Close

d:

Help

Hew Bemove Clear |

Logical operator:

&+ AND " OR

Load... I Save... |
A

4. Select the Column name that you want to filter.

5. Select the Operator comparison algorithm, such as equals (=),
less than (<), greater than (>).

6. Enter the Value of the specific information you are looking for
in the column.
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276

7. Click Apply. The filter results display:

{} Speechq) Report Station - [Orders List] == x|
S(@ Fle Actions Toobar UserRole View Settings Window Help _ 8 x
& ¥ LN
= | Disconnect Orders List Patients List Reports List Import Filters Columns Refresh © N
T [Command E splorer o x|
Command groups
Drcler ID) Exsmination D [ Date: [al =l ﬁm
Search for. [Orders withaut Repe = fd |
OiderID | Cieationdale | Falient ID Image | Oigarisalion Unit | ORD_Patient_Hame | ORD_Ordei_+ - No commands availsble
w1 [ 31 11/18/2003 120 | 2001 Default Image Russle Smith CT3T1243
New Fepart (offine] W2 |3 171872003 12.0 | 2001 Delaul Image Russle Smith Ra3z) 268 :I
B3 |33 7171872003 120 | 2001 Dielaul Image Russle Smith TR331287
E] SNED 7171672003 120 | 2001 Default Image Fiussle Smith W41 306
izl it I ES T7718/2003 1210 | 2007 Diefaul Imags Frussle Smilh LGk
S ES T1/18/2003 120 | 2001 Delault Image Fiussle Smith BEEN
w7 |37 7171672003 120 ] 2001 Defaul Image Flussle Smilh HA;F
@[ 38 171672003 120 | 2001 Default Image Flussle Smith CR3ETI
SN EE] 171872003 12.0 | 2001 Delaul Image Russle Smith [EEEILN
[ 10[ 40 7171872003 120 | 2001 Dielaul Image Russle Smith HMAOTE20 \ .
G T[4 11/18/2003 12,0 2001 Defaull Image Fussle Smith CT411438 ™ Fllter results
w121 42 1118203 12011 201 Default Imans IHHN\P Srnith RA47T4RR _l_vl
4 »
Patient Propetties | Order Propetties | Patisnts Reports | x
Repott 1D ‘Workflow ype | Checked out by Created by Last modifed | Phase [ Siate
| o
| |0 orcler selected [of 30 |TRAINDZ |Connected  |Atiending. AIA. () [Defaul Attending Work Group  [Attending 7

& If you use the LIKE operator, you have to use the asterisk
character (*) as a placeholder in combination with your search

term.

£ Itis better not to include timestamps in the filter, as such
columns only contain timestamps without seconds in their
display, and the filter will be applied containing DD/MM/YYYY
HH:MM:SS. This may lead to filters returning incomplete search

results.
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Applying Multiple Filter Conditions

Each time you click the New button, a new row displays in the list
for defining a filter condition. By specifying the type of Logical
operator you define how these filter conditions relate to each other.

The following example filter displays how you can use multiple
tilter conditions:

Condition 1: Resident LIKE Ray*
Condition 2: Created by LIKE Ray*
Condition 3: Creation date >=5/25
Logical operator: AND

Result

The filter in the above example only displays reports created by or
for any Residents whose names start with zela. Additionally, these
reports were created on May 25 and later.

& 1If you specified the OR operator in the example on the previous
page, the list only displays reports created by Residents whose
names start with ray or reports created for these Residents or
reports created on May 25 and later.

The date and time format that displays and the format you can
enter depend on the regional settings of your Windows operating
system. (Start > Control Panel > Regional and Language Options).
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Saving and Loading Filters

You can save and load the custom filters you create so that you can
reapply them, apply them to other lists, or edit them.

Saving Filters

To save a custom filter, follow the steps below:
1. Click Orders List or Patients List.

2. Click Filters. The Filters dialog box displays:

Qriters x|

— Filter conditions

Apply

Colurn hame Operator Walue
ORD_Patient_Mame = Ruzzle Smith Fllers

Help

d;

Hew Eemove Clear |

Logical operator:

= AND " 0OR
Load... I iave...f |
7 Y

Save J

3. Define the custom filter including filter conditions and logical
operator.
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4. Click Save. The Save Filter dialog box displays:

SaveFilter 2
Save jn: I'ﬁ My Filters j - % E-

Created by AlLFil
ORD_Russle_Smith. il

File name: IEIF! [_FRuzsle_ Smith.fil j Save

e
Cancel /L

Save as type: I Filter Files [*.fl)

5. Specify the location where you want to store the filter and type
the filter name.

7 The file extension for filters is FIL.

6. Click Save. The system saves your filter.
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Loading Filters

To load a custom filter, follow the steps below:
1. Click Orders List or Patients List.

2. Click Filters on the Standard toolbar. The Filters dialog box

displays:

— Filter conditionz

Apply
Column name | O perataor | Yalue ‘

Cloze

Help

ddi}

Mew Bemave Clear |

Logical operator:

&+ AND i OR

Load... | Save... |

4

3. Define the custom filter including filter conditions and logical

operator.
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4. Click Load. The Load Filter dialog box displays:

21|
Laok jn: I'ﬁ My Filters j - % E-

File name: IEIF! [_FRuzsle_ Smith.fil j Open

[_Zeen |
Cancel /L

Files af type: IFiIter Filez [*.l]

5. Browse for the location where you have stored your custom
filters.

6. Select a filter file (FIL file extension) and click Open. The
predefined filter conditions of that filter display in the Filters
dialog box:

! Filters |

— Filter conditions

Apply
Colurn hame Operator Walue

ORD_Patient_Mame = Ruzzle Smith

Cloze

Help

d;

Hew Eemove Clear |

Logical operator:

+ AND  OR

Load... I Save...
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7. Click Apply. The filter results display:

{Q} Speechq Report Station - [Drders List] =lelx|

File Actions Toobar UserRole Wiew Seftings Window Help -8 x

B ¥ =

Orders List Patients List Reports List Import Filters Columns

e T % | Command Explorer R x|
— Command groups
OderlD: [ ExaminationID: | Diate: o = ﬁm
= Search for: [Orders Withaut Repe = Find |
OiderID | Cieationdale | Falient ID Image | Oigarisalion Unit | ORD_Patient_Hame | ORD_Ordei_+ - No commands availsble
w1 [ 31 11/18/2003 120 | 2001 Default Image Russle Smith CT3T1243
New Fepart (offine] W2 |3 171872003 12.0 | 2001 Delaul Image Russle Smith Ra3z) 268
B3 |33 7171872003 120 | 2001 Dielaul Image Russle Smith TR331287
E] SNED 7171672003 120 | 2001 Default Image Fiussle Smith W41 306
izl it I ES T7718/2003 1210 | 2007 Diefaul Imags Frussle Smilh LGk
S ES T1/18/2003 120 | 2001 Delault Image Fiussle Smith BEEN
w7 |37 7171672003 120 ] 2001 Defaul Image Flussle Smilh HA;F
@[ 38 171672003 120 | 2001 Default Image Flussle Smith CR3ETI
SN EE] 171872003 12.0 | 2001 Delaul Image Russle Smith [EEEILN
[ 10[ 40 7171872003 120 | 2001 Dielaul Image Russle Smith HMAOTE20 \ .
G T[4 11/18/2003 12,0 2001 Defaull Image Fussle Smith CT411438 ™ Fllter results
w121 42 1118203 12011 201 Default Imans IHHN\P Srnith RA47T4RR _'_vl
4 »
Patient Propetties | Order Propetties | Patisnts Reports | x
Repott 1D ‘Workflow ype | Checked out by Created by Last modifed | Phase [ Siate
| o
| |0 orcler selected [of 30 |TRAINDZ |Connected  |Atiending. AIA. () [Defaul Attending Work Group  [Attending 7

Adding and Removing Columns

You can customize the Orders, Patients and Reports lists by
selecting specific column headings to view information.

To add and remove columns from a view, follow the steps below:

1. Select the list view that you want to modify.
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2. Click Columns on the Standard toolbar. The Column Settings
dialog box displays, listing all the column headings for that list:

Q) Column Settings

Select A
whorkflow type

diik

Checked aut by Deselect Al
Created by

Last modified Help
Phaze

State —

Locked by
Transfer state
Checked out
E rror
Archived
Creation date

Erﬁr discriptinn LI Cloze |
v

£ A check next to the column heading indicates that this column
currently displays. You can customize the list in the following

ways:
Option Description
Select All Displays all available columns.
Deselect All Hides all columns except the first one in the list. It

is not possible to hide all the columns—at least one

must display.

You can also select and deselect columns
individually by clicking the check boxes. Selecting
a column manually adds it to the end of the
columns table.
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Option

Description

Close

Closes the Column Settings dialog box and leaves

the list view as you have customized it. This is

now your default setting for this list view.

&

&

Once you select the columns you want to
display, you can arrange their order in the list
by dragging and dropping them with the
mouse. Please note that any settings you make
with regard to columns are stored locally on
that workstation, and will not be transferred to
any other workstations you work on.

In the Orders List view, orders and
examination have separate column lists. In this
case, in the Column Settings dialog box, you
must select either Orders or Examinations
from the drop-down list to display the
relevant column headings in the box below.

Topic Summary
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Module Summary
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Performance and Application

Performing Your Skills

To perform the skills introduced in this module, complete the
following exercises:

1. Log on to SpeechQ Report Station as “Al” or “Alice”.
2. Verify that your user properties are correct.

3. Configure your speech recognition preferences to use
Commandé& Control and select text by voice.

4. Add “Turnaround time (hours)” as a default report property to
the Default worktype.

5. In the Orders List view, create a filter to view all orders for
Sarah Cline.

6. In the Orders List view, add the EXM_Order column to the
display when you expand the orders to view examinations.
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Module 9:
Using Command Explorer, Auto-

Texts, and the ConText Lexicon

Module Description

This module covers how you can use Command Explorer to view
available voice commands in SpeechQ Report Station. It also covers
how you can use auto-text to insert frequently used text. The last
topic in the module covers enabling ConText Adaptation and
editing the ConText Lexicon.

Module Performance Objectives

After completing this module, you will be able to:

e use Command Explorer.
e use auto-texts.

e enable ConText Adaptation and edit the ConText Lexicon.

Module Prerequisites

To understand the concepts and perform the tasks in this module,
you should know how to:

e create reports using SpeechQ Report Station.

e use speech recognition features.

Module Scenario

Now that you know how to create reports using speech
recognition, you are ready to increase your productivity by using
more voice commands and auto-texts. You also want to modify the
Context Lexicon.
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Topic:
Using Command Explorer

Command & Control allows you to initiate actions in SpeechQ via
spoken commands. It facilitates all phases in the workflow by
replacing some of the more common keyboard and mouse
commands.

Command & Control takes place when Report Station is in
Command mode. The color of the frame around the main list view
indicates the current mode. In other modes, such as Spelling or
Recording, a limited selection of commands is also available.

£ You can view a list of commands available at any one time by
displaying the Command Explorer bar.

£ 1f you say a command that cannot be executed because it relates
to a different view, mode or workflow phase, a message
displays.

To make navigation easier, Command Explorer organizes
commands in the following way:

e Command sets

¢ Command groups
A command set is collection of the commands that are available in a
specific mode for performing specific actions. For example, the
recording set contains those commands that you use during the

recording of a report, such as “Insert Auto-text” or “Stop
Recording”.

Command sets are collected into command groups.
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Command groups contain all command sets that are available for
controlling a specific area of functionality within SpeechQ Report
Station.

For example, the Workflow commands group contains commands
to simulate clicking workflow buttons, and opening different
views. The Program commands group has commands for
controlling dialog boxes, such as selecting items from lists.

Viewing and Hiding the Command Explorer Bar

To display the Command Explorer bar, click Window > Command
Explorer. The Command Explorer Bar displays:

Command Explorer

i@ Fle Actions Toobar UserRole Yiew Settings Window Help

9 B % ¥ B o K

°|Discornect | Orderslist  Patientslist  Reportslist  Import  Fikers  Columns  Refresh -
Actions R x

Drder ID: Examination 1D Date: [al =1
New Report Search for. | Orders ‘without Repe = il |

OrderID # | Creation date Patient 1D Image Organisation Unit | ORD_Patient_Mame ORD_Order_~ = Main Toalbar -

3 11418/2003 12:0 | 2000 Default Image Sarah Cline CR31287 Disconnect

[ 11/18/2003 12:0 | 2001 Default Image Russle Smith CT461534 e
[+ Patients List

[ T1/18/2003 1.0 2001 Default Image Fusele Smith FAATIEES Reports List
51 T1/18/2003 12:0] 2001 Default Image Russle Smith CT511629 Fiters

52 171672003 120 | 200 Detaul Image Fussle Smith FRAEZIE4E 2B B
[+ Refresh
54 1141842003 120 | 2001 Detault Image Russle Smith MR541686 Micraphone Off

55 1141842003 120 | 2001 Detault Image Russle Smith MNME51705 Help
56 11/18/2003 120 | 2001 Defaul Image Fiussle Smith CT561724 1 Mest /indaw

e PR p—— — —— — > [+ Close Window
« | 3 B Orders

Patient Properties | Order Properties | Patient's Reports | e Mew Report

- New Report Offine
Repart 1D ‘ Workflow ype Checked out by Created by Last modified ‘ Phase | - Selsct [NUMBER]

Deselect [NUMBER]
Find
- Al Orders
[#1- Orders Without Aeports
Ordlers With Reports
Select Report [NUMBER]
- Deselect Repart [NUMEBER
[ Scroll Up —
[ Scroll Down

Filter Last Hour
e — ] - Filker Last 24 Hours
Motice Board LR [+ Filker Last Week
o 8/25/2006 3TPM A is available to upd; | Autotens. - Fiter Last 3 Days
Filter Last Month
- Filter &1

= View hd
4 >

|Uurdsrselecled[ul2ﬂﬂl |THAINUS ‘Cunnsclsd ‘Altsnd\ng,AlA[a\] |DefaullAllsndingWUrkGluup |Atlending v

New Report [offline]

2

Read Report

To hide it, either click to clear the check next to Command Explorer
in the Window menu or click the Close button on the bar.
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You can display the Command Explorer bar in two ways, as
indicated by the pin icons. You can pin the Command Explorer bar
to remain open at all times or you can auto-hide it by unpinning it.
Clicking the pin toggles the pin/unpin mode.

Unpinning the Command Explorer bar auto-hides the Command
Explorer bar. When the cursor is moved away, the Command
Explorer bar is reduced to a small sidebar on the extreme right of
the window during normal operation. The Command Explorer bar
is restored by moving the cursor over the sidebar, and remains
open until the cursor is moved off it again.

The Command Explorer bar organizes commands into command
sets and command groups. Command Explorer displays the
commands in the following way:

e Program commands
e Workflow commands
e Format commands
¢ Dictation commands
e All commands
Select one of the groups to modify the commands displayed in the

commands list section. This reduces the number of displayed
commands and makes navigation in the Command Explorer easier.
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If you select All commands, the Command Explorer bar displays a
full list of all command sets together with their commands and
command alternatives.

¢ The commands list is in the lower section of the Command
Explorer bar displays the command sets, the commands and
their alternatives, in the following way:

Command set name
Primary command
Alternative command(s)
Primary command
Alternative command(s)
Primary command
Alternative command(s)

The command set name and primary command are always
displayed. A plus sign () next to the primary command indicates
that alternative commands are available. Click this icon to display
the alternatives.

The Command Explorer only lists the command sets and
commands that are available at a given time. For example, in
Dictation mode only the commands of the Dictation command
group display (the recording and spelling command sets). When
the mode changes, the commands list is updated accordingly.
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292

Defining Command Sets and Groups

Listed below are the command groups, with the command sets

belong to them.
Program commands include:

e General

e Orders List

e Patients List

e Reports List

e View options

e Dialog box control
e PACS commands

Workflow commands include

e Actions
e Reference section
e Audio

Format commands include:

e Microsoft Word
o FExtended Microsoft Word
e Microsoft Word Macros

e Select commands._
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Dictation commands include:

e Spelling
e Recording
e Alternatives

£ The All Commands group contains all command sets.
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Topic:

Using Auto-Texts

Medical reports often contain sections of text that always display in
the same pattern. These can range from a patient's name and
address to the standard wording of formal letter writing. SpeechQ
allows users to insert lengthy pieces of predefined text via a brief
spoken command. These inserted texts are called Auto-texts. When
an Auto-text is inserted into a report document, the text is

highlighted.

Auto-texts are composed of the following elements:

Element

Description

Auto-text

The full text that is inserted in the document, including
punctuation and formatting, and may contain Fields and
Smart Fields and Named Fields.

Fields

Gaps in the Auto-text where you can insert information
yourself. They display as: [...].

Smart Fields

Words or information that SpeechQ automatically
completes from the patients, orders, and reports
properties tables. They display as their description, such
as Last Name, and are highlighted in gray when the
cursor is on them.

Named Fields

Fields with a defined spoken command. This means that
you can use Command & Control to navigate directly to
this Field, rather than using the Next Field and Previous
Field commands.
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Distinguishing System and Personal Auto-Texts

Many of the more general Auto-texts have already been defined for
you by your Workflow Administrator. These are known as system
Auto-texts. However, it is easy to define your own Auto-texts,
known as personal Auto-texts. When the Workflow Administrator
creates new system Auto-texts, or modifies existing ones, SpeechQ
updates your user profile automatically.

If your Workflow Administrator changes the SpeechQ template,
this updates your system Auto-texts automatically, but not your
personal Auto-texts. You will be notified when this happens and
can update you personal Auto-texts by clicking Yes on the message
box.

All Auto-texts also belong to an Auto-text group. Your Workflow
Administrator can associate an Auto-text group with a report work
type. This means that when a report is open for recording or
transcription, any Auto-texts belong to groups associated with the
report's work type are more prominently displayed in the Auto-
texts menu, and can be inserted using Command & Control.

Inserting Auto-Texts

You can insert Auto-texts into a report document in one of two

ways:

Method Description

Via the Auto-text Click the Auto-texts menu, select an Auto-text group and

menu click an Auto-text to insert it into the report document.
You can insert any Auto-text this way, as long as it is
available to the user.
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Method Description

Via Command & Saying (for example) the command
Control Insert<AUTOTEXTNAME>, where AUTOTEXTNAME
refers to the Auto-text's Spoken command.

& Only Auto-texts belonging to groups associated with
a report's work type can be inserted in this way. A
list of the available Auto-texts displays in the
Command Explorer. If in doubt, contact your
Workflow Administrator.

To insert an Auto-text, follow the steps below:

1. Place the cursor where you want to insert the
auto-text.

2. Click Auto-texts on the Standard toolbar.

3. Click the auto-text that you want to insert. SpeechQ displays
auto-text in gray:

Q) speechQ Report station - [Attending Recording] =& x|

“(@ Ele Actions Tsobar UserRole View Settigs Window Instructions Altermstives | Auto-texts | Help & x
4 Y @ | Ray V[ semplechestamo |
sconnect | Orderslist  Patierfslist  Reportslist — Instruction  Record  Playbl  Miscelaneous » orwsrd  Speling M
Actions E all Atoterts b 4 % |Command Explorer o x
0 e " P 5 SEA o Command groups
°;f LedsnShy/iad ©-SCTREOE e - B TIA-T Dictation commands ~
= ﬂ-‘-|-‘-1-‘-|"-z"-|w-aw-lw-aw-lw-sw-w-
Fiish & Sian o ' ' ' : : : : : 0 3

I Ko commands avaiable
Suspend

3 || Med(Quist

Send for Transeription : Radicleogy Report =
° PATIENT NAME: PTN_PATIENT NAME
Disoard Changes MR NUMBER: PTN_MRNUM
i ] BIRTHDATE : ETN_DRTEOFBIRTH
N ORDER NUMBER : DED_ORDER

Assign Order

This is a normal chest x-ray. The lungs are clear and normal.]

Hide Recognized Text =
& +
& | g
= 3 \ .
Digital Dictation = EE 3 LI | LI
Fieport Properties | | Patient Propeties | Patisnt's Drders | Patient's Reports x
OerlD | Cieationdate | Patient 1D Image | Organisation Unit | ORD_Pafient_Name | ORD_(rder | :AI

Al | _l_I

TRAINDS [Connected  |[Attending, AlA. (s [Default Attending Work Group  [Aftending 7
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£ You can also use spoken commands to insert auto-texts. In
Dictation mode, say “Insert auto-text [name of auto-text].”

Viewing Auto-Texts

To view your available Auto-texts, click Settings > Auto-texts. You
can view SpeechQ Auto-texts defined by your Workflow
Administrator, and also define your own Auto-texts.

All system and personal Auto-text groups display in the section on
the left. Select an Auto-text group to display the Auto-texts it
contains in the Auto-text list. Activate the check-box next to the
Auto-text group for this group to be enabled (if an Auto-text group
is not enabled, you will not be able to modify or copy any of the
Auto-texts it contains. You will still be able to insert Auto-texts into
that group).

£ Enabling an Auto-text group does not affect the Referenced
status of the individual Auto-texts in that group.

Auto-texts display with the following information:

Information Description

Referenced In order to be able to use a system Auto-text, you must
first reference it by activating this check box. Private
Auto-texts are automatically referenced.

Auto-text name This is the name of the Auto-text.

Spoken command This is the spoken command which is used to insert the
Auto-text via Command & Control. In the Command
Explorer, although the voice command for inserting an
Auto-text displays as Auto-text AUTOTEXTNAME>, it
is actually the spoken command which is recognized,
rather than the name (if they are different). A spoken
command must contain only letters; no punctuation or
special characters are allowed.
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You also have the following functions for creating, copying and

deleting Auto-texts:

Function Description

New Creates a new Auto-text.

Copy Copies a system Auto-text.

Delete Deletes the selected Auto-text.

Export List Creates a list of all Auto-text names for export. This can
then be printed by another application (e.g. MS Word)
and used for easy reference.

Update If this button displays, it means that your Workflow
Administrator has modified the SpeechQ system
template. You should click this button to update your
personal Auto-texts with the new template.

Insert Inserts the selected Auto-text into a report (this option is
only available when a report document is open).

The Auto-text displays here exactly as it displays in the report. This

includes any fields,
well as punctuation

Smart Fields or Named Fields it may contain, as
and formatting.
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Creating Auto-Texts

To create and edit Auto-texts, click Settings > Auto-texts. The
dialog box displays all the Auto-texts available to you:

Caoeas _iBix]
- [#] Auto-texts - Fieferenced | Auto-text name | Spoken command

B Mew... |
=] Sestem Auto-texts
: Miscellansous e

L [ %Ry Ll
=] rzonal Auto-tests Delet

= e

Fluoroscopy and [ oo L
General purpose Export List... |

|

=

T
4

| . | » 1 [»] Izt

Saye Dizzard Add Smart Field... Add Field | Add M amed Field... |

LClose | Help |

You can define a new Auto-text in the following ways:

e Copy and modify a system Auto-text
e Create a new Auto-text
o Create a new Auto-text from existing text

e Delete Auto-texts
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Copying and Modifying a System Auto-Text

If a system Auto-text does not contain exactly the text you want,
you can modify it by copying the auto-text and modifying the copy.

To copy and modify a system auto-text, follow the steps below:
1. Click Settings > Auto-texts.
2. Select the Auto-text group to which the Auto-text belongs.

3. Select the system auto-text you want to copy and click Copy.
The New Auto-text dialog box displays the Auto-text name,
spoken command, and Auto-text group:

Qauotexts ~loix|

- [#] Luto-texts -
System Auta-texts

i i [#] Miscellaneous . E
i ormal Ankle [system) Marmal Ankle
H-Ray Copy.. |
= [#] Personal Auta-tests
oT Delete |
; Fluoroscopy and [+ .
o Export List.. |
General purpose
htammoagraphy
Miscellaneous
MR =
4 | » < | lsert |

Mew...

wHSH SRV | iBRY o-a- QAHONEH BT w0 -F_IB|= (A7

’ AT SR RN R R RN -

]

II'hE patient, PTN_Fatient Name, is a [...] -year-old [Gender] with a

chief complaint of [...].

Save | Discard A Cmart Field. . fd Field | pddNemedFieid. |

LCloze | Help |

£ If the system template changes, your system
auto-texts update automatically, but not your personal auto-
texts. The system notifies you as updates occur.

£ You can accept the default auto-text name, spoken command,
and group, or you can change the default settings.

4. Click OK.
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Creating a New Auto-Text

You can create a new Auto-text for text that you use repeatedly in
reports, but which is not found in any of SpeechQ Auto-texts.

To create a new auto-text, follow the steps below:

1. Click Settings > Auto-texts.

2. Click New. The New Auto-text dialog box displays:

1 New Auto-text x|

I Auto-text name ab
I Spoken command  Chief complaint ah
I Group #Ray =

] Cancel Help

\N—

3. Enter a name in the Auto-text name text box.
4. Enter a spoken command in the Spoken command text box.

5. Select the Group to which you want to assign the auto-text in
the list box.

6. Click OK. SpeechQ adds the new Auto-text name to the list.

7. Enter the Auto-text as you want it to display in the report.
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£ You can use the Formatting toolbar in Word to format the auto-
text. You can also add fields, smart fields and named fields.

£ You can click Discard to clear the Auto-text template of all text
formatting and fields (the Auto-text itself will not be deleted).

8. Click Save. SpeechQ saves the Auto-text.
Creating a New Auto-Text from Existing Text

You can also copy text from an existing report and define it as an
Auto-text for future use, using voice commands.

To create a new auto-text from existing text, follow the steps below:

1. With the report open in the Document view, select the area of
the text that you want to use for the new Auto-text either by
voice command or by mouse.
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2. Click Settings > New Auto-text, or say the command “New
Auto-text”. The Auto-text dialog box displays, with the selected
text already in the Word document section:

O auotents ~lolx|
= [#] Auto-lexts -~ Feferenced Auto-text name Spoken command Hew
Spstem Auto-texts [] Moarmal Chest [system] Mormal Chest
;IECE"MEDUS 7 Chief complaint [zystern) Chief complaint Copy...
v -Fay
Personal Auto-texts = Narmal Ankle [spstem] Harmal Arkle
CT 4 MNormal Heart Size Mormal Heart Size Delete |
Fluoroscopy and [t .
General purpose Evport List..
Mammagraphy
Mizcellaneaus
I MR h
P m— o T

sHSHSRY iBRAY o-o- ABEOB=HB T -E_ (B|A- 2

- I T

B g

. ]

limits.

The heart size is within normal

Discard £dd Smart Fied... Add Field | fddNamed Field.. |

Cloze | Help |

3. Enter the Auto-text name in the column.
4. Enter the Spoken command in the column.
5. Edit the auto-text as you want it to display in future reports.

£ You can use the Formatting toolbar in Word to format the auto-
text. You can also add fields, Smart Fields and Named Fields.

£ You can click Discard to clear the Auto-text template of all text
formatting and fields (the Auto-text itself will not be deleted).
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6. Click Save. SpeechQ saves the Auto-text.

£ You can also perform the above function by copying the
appropriate text and follow the steps for creating a new Auto-
text. In step 5, paste the text into the Word document and edit
accordingly.

Deleting Auto-texts

To delete an Auto-text, select a personal Auto-text from the
Auto-text list and click Delete to remove it from the list. You
cannot delete system Auto-texts.

Using Fields, Smart Fields and Named Fields

Fields and Smart Fields are placeholders in Auto-texts where
information can be inserted either automatically by SpeechQ or
manually by the user.

Fields are gaps in the Auto-text where you can insert information
yourself. They display in the Word document as: [...].

Smart Fields are words or information that are automatically
completed by the SpeechQ system, from the patients, orders and
reports properties tables. They display as their description, e.g. Last
Name, and are highlighted in gray when the cursor is on them.
Smart Fields can also be used to display information relating to
workflow participants, e.g. the Attending who signs a report or the
MT who transcribes it.

£ You cannot copy Smart fields from one document, template or
Auto-text into another. The associated properties will not be
transferred and the Smart Field will cause a WinWord error.
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Named Fields are fields with a defined display name and spoken
command. This means that you can use Command & Control to
navigate directly to this field, rather than using the Next Field and
Previous Field commands. They display in the Auto-text as:
[Display name]. If a Named Field is not filled, the display name does
not display in the final report document.

£ An Auto-text may contain any combination of these fields.

You could define an Auto-text, named “Chief complaint”, as
follows:

The patient, First name Last name, is a [...]-year-old Gender with a
chief complaint of [...].

When this Auto-text is inserted in a report, the first name, last
name and gender of the associated patient display automatically.
You have only to enter the age and the condition. While the focus is
in the Auto-text, you can move between the manual placeholders
by saying “Next Field” or “Previous Field”.

Adding Fields

You can leave spaces in an Auto-text where information specific to
the report you are working on can be inserted.

To add fields, follow the steps below:

1. Click Settings > Auto-text. The Auto-texts dialog box displays.

2. Select an Auto-text from the Auto-text list. The Auto-text
displays in the Word document section.
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3. Place the cursor in the Word document where you want the

Field to display, and click Add Field. The field displays in the
Auto-text as: [...]:

0 auroens il
[ Bt =] Feferenced Auto-text name Spoken command -
E" Peisonal Auto-tests 3 | F Mormal Chest Mormal Chest —
CT -
3 Mormal Heart Size Mormal Heart Size
Fluoroscopy and I\ | ] &I

] General purpose
— Dielete
4 ammagraphy
Mizcellaneous .
Export List...

=
o ¢ milE { ©l set |

G o-o- AEOFEE $HBR T s -3, B A- 2

z - I e 3

MWORMALL CHEST:

This patient, PTN_Patient Name, presents with a normal chest.

The chest measurements are as follows:

- Height: [Height]
. Uidth: [Width]
Extremities: [Extremities]

- IMPRESZION: [... LI
5 N z
,-\, (End of report) Fleld @
- ¥
=wlE]=z 4| | |

Seve | Dol sddSmatFied.. | Add Field | fddNamed Field.. |

LCloze | Help |

4. Click Save. SpeechQ) saves the Auto-text.

Adding Smart Fields

These are useful ways to insert patient and order information in a
report automatically.

To add smart fields, follow the steps below:

1. Click Settings > Auto-text. The Auto-texts dialog box displays.

2. Select an Auto-text from the Auto-text list. The Auto-text
displays in the Word document section.
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3. Place the cursor in the Word document where you want the
Smart Field to display, and click Add Smart Field. The Add
Smart Field dialog box displays a list of the available Smart
Fields:

01 Add Smart Field x|

. Creation date

=
- PTH_Attending
- PTH_DateafBirth
i PTH_MRARUM =
R = T1 P aticnt_Mame
=8 Reparts

Repart 1D ll

sod | Cose | Hep |
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4. Select the appropriate Smart Field and click OK. The Smart
Field displays in the Auto-text as its description, and is

highlighted in gray when the cursor is on it:

G aroreas il

[ %-Ray =] Feferenced Auto-text name Spoken command

E' Peisonal Auto-tests 3 | F Mormal Chest Mormal Chest

Mew
| 7 Mormal Heart Size Mormal Heart Size Capy...

Fluoroscopy and I\

General purpose Do
4 ammagraphy Lielete
Mizcellaneous -
MFil Export List...
Nuclear
[ #-Ray
-
2| | » 4| | _,I Insert |

< e

z - I

[}

[L]

I Smart Field
. MNORMAL CHEST: /

The chest measurements are as follows:

- eBOE=& @ T 0% -3, B A 2

This patient, PTN_Patient Name, presents with a normal chest.

LB

- Height: [Height]
- Tidth: [Width]
Extremities: [Extremities]
IMPRESSICH: [...] d

5 t
- [End of report) @
- ¥
=wlE]=z 4| | 0l

Seve | Dol sddSmatFied.. | Add Field | fddNamed Field.. |

LCloze | Help |

£ Smart Fields can only contain information relating to one
patient, order or examination. In the case, for example, where
more than one order is associated with a report, any Smart Field
that displays information relating to orders, such as Order ID,
will relate only to the order that was created first.

5. Click Save. SpeechQ saves the Auto-text.
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Adding Named Fields
To add a Named Field to an Auto-text, follow the steps below:

1. Select an Auto-text from the Auto-text list. The Auto-text
displays in the Word document section.

2. Place the cursor in the Word document where you want the
Named Field to display, and click Named Field. The Add
Named Field dialog box displays:

0 Add Named Field x|
I Spoken command  © Height ahb
I Digplay name Height ah
] Cancel Help |
A
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3. Assign the Named Field a spoken command and a display
name and click OK. The Named Field displays in the Auto-text
as: [Display namel]:

Qaeorens ol

[ Bt =] Referenced Auta-text name Spoken command
=) [ Perzonal Auto-texts 3 | F Marmal Chest Morrnal Chest

Mew
¥ Mormal Heart Size Mormal Heart Size
Fluorascopy and [V | Copy..
General purpose Do
4 ammagraphy Lielete
Mizcellaneous .
MFil Export List...

-
2| | » 4| | _,I Insert |

G o-o- AEOFEE $HBR T s -3, B A- 2

z - I IR

MWORMALL CHEST:

This patient, PTN_Patient Name, presents with a normal chest.

The chest measurements are as follows:

- Height: [Height]
- Tidth: [Width]
Extremities: [Extremities] Named Fields

- IMPRESSICH: [...] d
5 2
. [End of report) @
. z
S-EER | |

Seve | Dol sddSmatFied.. | Add Field | fddNamed Field.. |

LCloze | Help |

£ You can navigate directly to this field by using the commands
Go to <spoken command> or Spoken Command.

4. Click Save. SpeechQ) saves the Auto-text.

Topic Summary
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Topic:
Enabling ConText Adaptation and Editing
the ConText Lexicon

SpeechQ comes with highly sophisticated speech recognition
technology designed to achieve very good recognition results for all
users. As you use this technology, it adapts to your recording style.

Adaptation is the process whereby SpeechQ analyzes your voice
and speech patterns, and uses this information to improve your
recognition rate when making a recording. The language you use
and the way you speak are used to update your individual ConText
and acoustic reference file (ARF).

Every SpeechQ user has their own language file, called a ConText,
which contains the following;:

e ConText Lexicon: This is an extensive vocabulary list,
combining general terms with more specific terms relating to
your field of work. It also contains information on how these
words are pronounced.

e Language model: This contains statistical information
relating to word use, including frequency, word
combinations and grammatical structures.

All users are given the same basic ConText when they start using
SpeechQ. Through ConText Adaptation, this soon becomes highly
personalized, allowing you to speak freely and in your own style
while recording.

This file contains your voice characteristics such as speaking
volume, speed, intonation etc. Through Acoustic Adaptation,
SpeechQ becomes better at understanding your voice and
recognizing words.
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Using Acoustic Adaptation

When you start using SpeechQ, you should perform the following
two short tasks to set up your personalized acoustic reference file
(ARF) and enable SpeechQ to begin Acoustic Adaptation.

e Run the Audio Wizard: This sets the SpeechMike recording
levels to suit your normal speaking voice and recording
environment, to ensure optimum sound quality during
recording.

For more information, see “Using the Audio Wizard”.

e Complete Initial Voice Training: These are a few short texts
which you record. They introduce you to speech recognition
and form the basis of your ARF.

For more information, see “Completing Initial Voice Training”.

Enabling ConText Adaptation

ConText Adaptation is a process that updates your language model
information and adds new words to your ConText Lexicon. It starts
when you sign a report or send a report to an Attending for
signature.

ConText Adaptation has two aspects:

e Language model update: SpeechQ analyzes each report and
updates the statistical information in the language model
accordingly. This takes place automatically.

e ConText Lexicon update: SpeechQ adds new words and
information relating to their pronunciation to the ConText
Lexicon. This takes place if a report contains unknown
words. It must be done manually.
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Updating the ConText Lexicon takes place in the Handle Unknown
Words dialog box. This dialog box displays according to your
settings on the Speech Recognition tab of the User Preferences

dialog box.

To enable ConText Adaptation, follow the steps below:

1. Click Settings > User Preferences. The User Preferences dialog

box displays:

) User Preferences

Uzer Properties I Recarding

x|

Hardwarel Barcndel Generall Notificatinnl Eolor&l

—Speech recognition

W Usze speech recognition

budioWizard.. |

[™ sutomatic punctuation
[~ Background speech recognition

Iwitial T raining. .. |

¥ Show recogrizer previews
W Usze Command & Control

¥ Teut selection by voice

[ Command sound notification

—Adaptation
v Use ConTest Adaptation

el
Jse ConText — * Handle unknown words after finishing report

Adaptation

™ Handle unknown waords later

W Update my acoustic references

v &hwaps update data on server

I™| daptation by Conlest Administatar

Ok I Cahcel

2. Click the Speech Recognition tab.

3. Enable the Use ConText Adaptation option.

2

ConText Adaptation.
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4. Do one of the following:

= Select Handle unknown words after finishing a report to
handle unknown words after you finish each report.

= Select Handle unknown words later to handle unknown
words later.

= If ConText Adaptation is enabled for a user, SpeechQ does
not complete that user's reports until the unknown words
have been handled. After a certain number of days, the user
receives a message when they log on asking them to handle
the unknown words. Should they decide at this stage not to
handle the unknown words, SpeechQ deletes the words and
completes the report.

5. Click OK.

Performing ConText Administration

Users with the user role of ConText Administrator perform
ConText Adaptation for other speech recognition users who do not
have the time to do it themselves. They play no other part in the
workflow and do not have the ability to create reports. They may
be able to use Command & Control if they have been given speech
recognition rights by their Workflow Administrator, and if the
appropriate settings are enabled in their user preferences.

When you log on as a ConText Administrator, or change your
current user role via the User Role menu, the only part of the
Report Station with which you work is the My Worklist tab of the
Reports List view. This lists all the reports waiting for adaptation,
from authors who have selected the Adaptation by ConText
Administrator option in their user preferences. The Reports List
displays reports by priority.

Reports are routed to a ConText Administrator either by virtue of
their belonging to a particular work group, or if they are specified
by name in the report's properties.
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To handle the unknown words of a report, double-click the report
in the Reports List or select the report and click Adapt. The Handle
Unknown Words dialog box displays, enabling you to adapt or
reject unknown words.

2 The reports in your worklist cannot be completed (and therefore

archived and purged) until you have performed ConText
Adaptation on them.

Handling Unknown Words

The Handle Unknown Words dialog box displays words that
display in a report document but are not in your ConText. This
occurs after a misrecognized word has been manually inserted
during the transcription or review phases.

The point at which the Handle Unknown Words dialog box
displays depends on your ConText Adaptation settings. You can
also display it manually via messages relating to report adaptation
in the notice board. The name of the ConText that you are using
(and also adapted) displays in the title bar of the dialog box.

This dialog box enables you to add new words to your ConText
Lexicon by providing the following information and controls:

Information/Control Description

Add Activate this check box to add the selected word

to your ConText Lexicon.

Word Displays the unknown word as it is written in the
document.
Frequency Displays the number of times the unknown word

displays in the document.

Spoken like Displays the word’s pronunciation (no special

characters are allowed in this field).
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Information/Control

Description

Word neighborhood

Displays the part of the document where the
unknown word displays. Use the arrow buttons
on the right to move between the different
occurrences of the word. The information in this

box is used to update your language model.

Adapt

Updates your ConText Lexicon and closes the
dialog box. Words not selected for adaptation are
discarded.

Don't Adapt

Closes the Handle Unknown Words dialog box
without handling the unknown words of the
selected report. The report can now progress to
the Completion phase. This option is only
available if you have selected Handle unknown
words later in your ConText Adaptation settings.

Don't Adapt Any Reports

Closes the Handle Unknown Words dialog box
without handling the unknown words of any of
the reports waiting for adaptation. All reports can
now progress to the Completion phase. This
option is only available if you have opened the
Handle Unknown Words dialog box for multiple

report adaptation via the notice board.

Adapt Later

Closes the Handle Unknown Words dialog box
without handling the unknown words. The
unknown words will still be associated with the
report and the report cannot progress to the
Completion phase until they have been handled.
This option is only available if you have selected
Handle unknown words after finishing report in
your ConText Adaptation settings.
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Information/Control

Description

Cancel

Closes the Handle Unknown Words dialog box
without handling any of the unknown words of
the selected report. This report has not had
ConText Adaptation performed on it and
therefore cannot yet progress to the Completion

phase.

The Handle Unknown Words dialog box does not display if your

report contains no unknown words, or if ConText Adaptation is not

enabled in your user preferences.

& SpeechQ only analyzes reports that have been through speech
recognition. It also only analyzes those sections of the report
that contain dictated text.

X

Fields.

SpeechQ does not analyze Fields, Smart Fields and Named

You can handle unknown words at one of several points in the

workflow:

¢  When you have a report open in the Document view.

e After finishing a report and before adaptation.

e At any time after a report is finished.
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Handling Unknown Words with a Report Open in Document

View

You can handle unknown words while you still have the report
open in Document view.

To handle unknown words with a report open in Document view,
follow the steps below:

1. Click Settings > Handle Unknown Words. SpeechQ analyzes
your report and displays any words that are not in your
ConText Lexicon in the Handle Unknown Words dialog box:

0 Handle Unknown Words: Radiology),/US510187

— Report: 5272

&dd

Wwhord

Frequency

Spoken like

AND

AMD

CHEST

CHEST

IMPRESSION

IMPRESSION

===

e

LATERAL

JFY) [ )

LATERAL

‘whard neighbarhood

ORD_ORDER
CHEST P& AND LATERAL:

The regional bones and zoft tizsues are

Adapt

LCancel | Help I

2. Select the unknown words that you want to adapt and click
Adapt. SpeechQ adapts the unknown words.
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Handling Unknown Words After Finishing a Report and Before
Adaptation
You can handle unknown words immediately after you finish a

report.

To handle unknown words after finishing a report, follow the steps

below:

1. Click Settings > User Preferences. The User Preferences dialog

box displays:

{0 User Preferences x|

Hardwarel Earcndel Generall Notificatinnl Eolor&l

Uzer Properties I Fecarding

—Speech recognition

Ludio Wizard...

v Use speech recognition

[ Automatic punctuation .. .
. Initial Training... |

[ Background speech recognition
¥ Show recognizer previews

v Use Command & Control
¥ Teut zelection by voice
I™ Command sound notification

—Adaptation
¥ Use ConT et Adaptation
{* Handle unknown words after finishing report

" Handle unknown waords later I™ &daptation by ConTegt &dministator

v Update my acoustic peferences

V¥ Ahways update data on server

0k I Cancel Help |
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2. Click the Speech Recognition tab.

3. Enable the Handle unknown words after finishing report
option.

4. Click OK. The Handle Unknown Words dialog box displays
automatically after you sign a report or send a report to an
Attending for signature.

Handling Unknown Words After Finishing a Report

You can handle unknown words any time after finishing a report.
This allows you to finish and sign several reports and handle the
unknown words later.
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To handle unknown words after finishing a report, follow the steps

below:

1. Click Settings > User Preferences. The User Preferences dialog

box displays:

) user Preferences

Idzer F'ru:upertie3| Recording  Speech Recognition I Hardwarel Barcu:udel Generall Notificatinnl D:Inrsl

—Speech recognition

¥ Use speech recognition Audio Wizard. ..

[ Automatic punctuation

. Initial Training...
[ Background speech recogrition = J

¥ Show recognizer previews
v Use Command & Control

W Test selection by voice
[" Command sound notification

—Adaptation

¥ Use ConTest Adaptation
" Handle unknown words after finishing report
* Handle unknown words later [™ Adaptation by ConText Administratar

¥ Update my acoustic references

v &lwaps update data on server

x|

0k I Cancel Help

2. Click the Speech Recognition tab.

3. Enable the Handle unknown words later option. Finished

reports display on the My Worklist tab of your Reports List,

with the phase “adaptation” and the state “waiting”.

Using SpeechQ Report Station

321



Using Command Explorer, Auto-Texts, and the ConText Lexicon

4. Click OK. The Handle Unknown Words dialog box displays
automatically after you sign a report or send a report to an
Attending for signature.

£ To handle the unknown words, select a report and click Adapt
on the Actions bar, or click Actions > Adapt.

Identifying Inconsistencies When Handling Unknown Words

Due to the way that SpeechQ structures report documents and
integrates them with MS Word, there are occasions where
unknown word handling may display inconsistent. For example:

e If a user enters either the first letter of a word or the entire
word into a report document with the Caps Lock on,
SpeechQ does not recognize the word and treats it as the
word will not be recognized and will be treated as an
unknown word. To capitalize text, use Command & Control
or the Ctrl + Shift + A keyboard shortcut.

e SpeechQ only looks for unknown words in those sections of
the document that contain dictated text (dictation areas). The
borders of these dictation areas are set by SpeechQ and are
not visible to the user. If text is manually typed in to a
document at the very beginning or very end of such a
section, it is not always clear if that text falls within what
SpeechQ regards as the dictation area. Therefore, this text
may not always be included for unknown word handling.
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Editing the ConText Lexicon

The Edit ConText Lexicon dialog box enables you to view all the
words in a ConText Lexicon, as well as edit or delete the ones that
you have added yourself.

To edit the ConText Lexicon, follow the steps below:

1. Click Settings > Edit ConText Lexicon. The Edit ConText
Lexicon dialog box displays:

{2} Edit ConText Lexicon x|

ConText: I Radiologyd AJ5510187

il

i ord(z): | Find

v Show all wards in lexican

& il Add...

100s Edit
110z
12lead Delete
120%
130¢
1505 el
170s
1950z ;I LCloze

4o

i

The Edit ConText Lexicon dialog box provides the following
information and controls:

Information/Control | Description

ConText Select the ConText you want to edit.
Word(s) Enter a word or phrase you want to edit. Click
Find to list the word(s).

Show all words in lexicon | Select this option to list all the words in the lexicon.
Leave it empty if you want only those words you
have added to be displayed.
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Information/Control

Description

Add

Enables you to add a word or phrase to the
ConText Lexicon.

Edit

Enables you to change the spoken like for a word

or phrase.

7 You cannot edit the word itself. You must

delete it and then enter the new word.

Delete

Removes the selected word and its description
from your ConText Lexicon. You must confirm

your action.

2. Click Close. SpeechQ saves your changes.

£¥ You can only edit and delete user-added words.

Topic Summary
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Module Summary
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Performance and Application

Performing Your Skills

To perform the skills introduced in this module, complete the
following exercises:

1. Log on to SpeechQ Report Station as “Al” or “Alice”.

2. Use the Command Explorer to view all available commands.
3. Copy and modify a system Auto-text.

4. Enable ConText Adaptation.

5. Add your last name to the ConText Lexicon.
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Appendix:
Importing Digital Pocket Memo
(DPM) Dictations

Speech Report Station users who record dictations using a Philips
Digital Pocket Memo (DPM) can import their dictated sound files
into SpeechQ and convert them into reports. You can download
and import sound files online and offline.

Downloading and Importing Sound Files

Downloading and importing is a two-part process. Sound files are
tirst downloaded from the DPM to a designated 'import' folder on
your workstation. The path of this folder is defined by your DPM
and can be viewed in the Download/Configuration settings field:
Sound file path. From there they are imported into SpeechQ. A
copy of the sound files can be kept in the import folder as a backup,
or automatically deleted, depending on your import settings.

You can also import sound files with .wav or .dss extensions, which
you record using devices other than a DPM, can also be imported
into SpeechQ) manually and used for report creation. Some of the
special features, for example keywords, will not be available for
such files. This process is done via the Import button on the
Standard toolbar.

The download path is per default set to “..\Documents and
Setting \ All users\ Application data\SpeechQ\ Client\Import”.
This path is set active to the DPM only when the DPM has been
configured by using the Report Station (otherwise the download
path of the DPM itself will be set active).
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DPM Dictations in SpeechQ

Downloading and importing sound files from DPM to SpeechQ is
tully automated. Once you import dictations into SpeechQ), they
behave in exactly the same way as if you had recorded them in
SpeechQ using a SpeechMike. You can send imported files for
speech recognition or for manual transcription, depending on your
import settings and any other properties the DPM assigns to the
tiles. Unlike SpeechQ recordings, you cannot edit the sound files
after importing them into SpeechQ.

£ You must manually assign a patient and an order to reports that
you create from DPM sound files, unless this information has
been included using the DPM Barcode Scanning Module.

Configuring DPM Interaction with SpeechQ

The Download/Configuration Settings section box allows you to
select options to determine how your DPM interacts with SpeechQ.

To display the DPM Configuration dialog box, follow the steps
below:

1. Click Settings > User Preferences > Hardware > DPM
Configuration. The DPM Configuration dialog box displays.

£ You can assign a dictation file to a work type from the DPM
Configuration dialog box displays.

2. Select the work types you use from the list on the left, and click
the Select and Remove buttons to move them to the list on the
right. The keyword associated with each work type displays in
the list on the right opposite its corresponding work type.

3. Assign the keyword of the work type you want to the dictation
recording in the DPM (for more details, refer to your DPM user
manual). When the recording is imported into SpeechQ), it is
automatically assigned to the specified work type.
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4. Select import options in the Import section box:

Option

Description

Import files in

Enable this option to view a status bar of the download

background progress. Disable this option if you do not want to view
the status bar..
Delete files Enable this option to delete the downloaded dictation

after importing

files from the import folder on your PC after successfully
importing them into SpeechQ. Disable this option to
store the sound files in the folder, such as for backup

purposes.
Use speech Enable this option if you use speech recognition for
recognition newly-imported DPM sound files. Disable this option to
treat them as digital dictations.
Quality of Adjust this setting if you experience problems with
imported DPM | sound quality. These are the conversion settings for
file sound files that you import, you may need to change this
setting.
Sending EOL Enable this option so SpeechQ sends all dictation files
recordings to from the DPM with the EOL attribute automatically be
transcription

for transcription immediately.
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5. Select configuration following options:

Button Description
Configuration | This button provides the following options for loading
File and saving DPM configurations:
¢ Restore Default Settings: Discards any changes
that have been made to the current configuration
and restores the settings to their default values.
¢ Load Configuration: Enables you to load a
saved configuration file.
e Save Configuration: Enables you to save the
current configuration to file.
e Save Configuration As: Enables you to save the
current configuration under a different name.
Configure Click this button to apply the current configuration to
DPM your DPM.
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£ The following table displays all the fields and possible values of
the Download/Configuration settings in the DPM Configuration

dialog box:
Field Description
Download Defines how the file transfer from the DPM to the PC
mode

starts. The available options are:

e After connecting: Starts the file transfer
automatically when the DPM connects to the PC.

e After pressing DL button: Starts the file transfer
when the DL button on the DPM is pressed.

& On DPM 9400/00 and DPM 9400/52, this is the DL/S
button. On DPM 9450/00 and DPM 9450/52 this is the
DL/VC button. On Philips 9750, this is the
DOWNLOAD button.

Download file
type

Defines which type of file is downloaded:

All files: Downloads all files from the DPM to
the PC. This is the default setting.

e EOL files: Downloads all files with the EOL
attribute.

e File selection: Displays the File Selection for
Download dialog box that lists all files on the
DPM. This dialog box enables you to select
individual files for the file download.

o TFiles with Keyword 1: Downloads all files with a
specific keyword assignment. This assignment
matches the defined content string for Keyword
1, which you can type into the field.
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Field Description
Keyword 1for | If the value for Download file type is Files with
download

Keyword 1, enter the keyword here. Only files with the
corresponding keyword associated with them will be
downloaded.

U.S. date/time
format

The DPM uses the US date format setting: 2003-18-06
(year-day-month), and the time format setting: AM 11:57.
If the value here is No, the date format will be year-
month-day, and the time will be the standard 24-hour
format.

Special
instruction

Pressing the DL button (DPM 9400) or DL/VC button
(DPM 9450) during dictation creates a special instruction
file for the current dictation file.

& The functionality for recording special instructions is
only available with DPM 9400/00, DPM 9400/52,
DPM 9450/00, DPM 9450/52 and Philips 9750. For
more information about recording special
instructions with these devices, refer to their User
Manuals.

When the DPM is connected to the PC and you press this
button, the file transfer from the DPM to the PC is
started.

Delete files on
the DPM after
download is
finished

Deletes the downloaded dictation files from the DPM
after they have been transferred to the PC.

Device beep

Defines that the DPM beeps when specific operations
take place. For example, when playing back a dictation
and the end of the file is reached. If the setting is not
activated, the DPM is muted except for warnings.

Download
progress on PC

Displays a progress bar on the PC when files are
transferred from the DPM to the PC.
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Field

Description

Sound
notification
when
download
complete

Displays an acoustic notification when the transfer of
DPM dictation files to the PC is finished.

Recording
format

Defines whether files on the DPM will be created using
the Standard Play or the Long Play mobile recording
format.

e Standard Play (13.7 kbit/s): This recording
format provides excellent audio quality. It is
recommended when the dictation sound files are
used, for example, for speech recognition. With
this format, about 312 minutes of recording time

are available on a 32 MB memory card.

e Long Play mobile (9.1 kbit/s): This recording
format provides good audio quality. With this
format, about 468 minutes of recording time are
available on a 32 MB memory card.

Displayance

Defines the screen layout of the DPM display. The
Standard display option uses larger symbols. The
Advanced display option uses smaller symbols and
enables you to show more detailed information about the
current dictation; this is the default option with which
the DPM is delivered.

& This setting is not available for DPM 9220.
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Field Description
Microphone Defines the audio input level for the DPM's built-in
sensitivity microphone. The available values are:

e Low: This setting is recommended when

recording dictations in a noisy environment.

e Medium: This is the default setting and
recommended when recording dictations in a
normal environment.

e High: This setting is recommended when, for

example, recording at a conference.

Voice-activated

Voice-activated (VA) recording mode is a convenient

recording feature for hands-free dictation. When voice-activated
recording is enabled, the DPM is in Record Standby
mode; recording will start automatically when the input
level exceeds a certain threshold (this is usually when the
author starts dictating). Recording stops automatically a
few seconds after the author stops speaking and restarts
automatically when the author starts speaking again.

Protect DPM Activate this option to make the DPM configuration

configuration read-only. This means that these settings cannot be
modified on the device.

Synchronize Adjusts the time displayed on the DPM with the time of

DPM time with | the PC when the DPM is connected to the PC.

PC time

Load device
settings
automatically

Automatically retrieves the DPM configuration which is
stored on the device when the DPM is connected to the
PC. The settings from the device overrule the device-

specific settings in the program.

Path selection
for DPM

This is the path to the drive which has been assigned to
the DPM during the installation of the device. If the
value is Automatic, the path for the DPM is
automatically detected.
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Field Description

Manual path If the Path selection for DPM in the above field has a
value of Manual, you can type the path here or browse
forit.

Open DPM Automatically displays the DPM

Download/Con Download/Configuration program when a DPM is

figuration after | ., o ted to the PC and the program is active in the

connecting

status notification area of the Windows task bar: (icon:).

File conversion

Automatically converts the DPM dictation files into the
specified audio format after they have been transferred
from the DPM to the PC. The audio format can be
selected from the entries in the list:

o Selecting the None option means that no audio
format conversion takes place; this is also the
default setting.

Clicking the Select button displays the DPM Format
Selection dialog box. This dialog box enables to define
new formats. These will display as entries in the file
conversion list and can be selected from there.

Profile This lists the currently installed email profiles and
enables you to select a profile. Note that this option is
only available if you have a mail system installed which
supports Extended MAPIL

Sound file path | Defines the destination path for the downloaded DPM

dictation files, before they are imported into SpeechQ
and converted into reports. This path is configured on
the DPM and cannot be modified here.

& The download path is per default set to
“..\Documents and Setting\ All users\ Application
data\SpeechQ\ Client\ Import”. This path will be set
active to the DPM only when the DPM has been
configured by using the Report Station (otherwise
the download path of the DPM itself will be set

active).
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Importing Sound Files Manually

It is also possible to import sound files with extensions .dss or .wav
that have been recorded on a device other than a DPM.

To import sound files manually, follow the steps below:

1. Click Import on the Standard toolbar. The Import Dictation
Files dialog box displays.

2. Browse for the files you want to import.

3. Toinclude any properties associated with the file in the import,
select the check box in the Properties column for the relevant
reports.

4. Click Import. The dictation sound files are imported into
SpeechQ.

5. As each one is successfully imported, the Report Properties
dialog box displays. You must assign a work type to the report
(unless it has not already been assigned via a work type
keyword), and can add any other properties you want (e.g. add
a comment, define a delivery method, etc.).

The imported dictation files now display as SpeechQ reports
either on your My Worklist tab, or are sent for transcription,
depending on your import settings.
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Importing Dictation Files

The Import Dictation Files dialog box displays the following
options and buttons:

Option/Button

Description

Properties Enable this option to import the sound files with any
properties (e.g. work type) that may have been assigned
to them via the DPM.

File name This is the name of the dictation file entered by you on
the DPM.

Description This is a description of the file type and size.

Delete after
importing

Enable this option to delete the sound files from the
import folder of your PC after importing.

Remove

Select any dictation files you do not want to import and
click Remove to take them off the list

Using SpeechQ Report Station

337



Troubleshooting Audio Problems

Appendix:
Troubleshooting Audio
Problems

The topics in this section provide troubleshooting information on
your audio system and details on messages which may be
displayed in the Audio Wizard.

Troubleshooting Poor Sound Quality

If you have problems with your sound quality, you may need to
run your Audio Wizard again. If you install a new sound card,
audio device and/or microphone, you should always run the Audio
Wizard again to ensure that this new equipment provides a sound
quality which is good enough for speech recognition.

Troubleshooting New Hardware

Newly added hardware can also conflict with your sound quality.
If you recently added a modem, scanner, etc. temporarily
disconnect the device to check if your audio system functions
properly again. If you have problems, contact the manufacturer for
assistance in configuring the device so that it does not conflict with
your audio system.

Troubleshooting the Audio Wizard

If the Audio Wizard does not work and the problem cannot be
solved, send the following information to Philips Speech
Processing Support:

¢ The name and model of your microphone.
¢ The name and model of your sound card.
¢ The name and model of your computer.

e The type of your processor (Pentium, Pentium II, etc.).
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e The operating system you are working with (Windows 2000,
Windows NT 4.0, Windows XP), the operating system
language, version and/or Service Pack if you have any
installed.

e How much free disk space on your hard disk you are
working with.

e How many MB RAM you are working with.

e Whether the audio system can be used for playback.
¢  Whether the audio system can be used for recording.
o If available, the text of the error message.

e Data in the SmAudWiz.LOG file in <SpeechMagic
folder>\log\<PC name>. You can locate this in the
SpeechMagic Workstation folder.

Troubleshooting SpeechMike Errors

Your SpeechMike may not be working for one of the following
reasons:

e There may be no space left to plug in your SpeechMike.
Check to see if all of your cable jacks are already occupied.

e Some notebook computers do not observe the industrial
standard for COM ports. The output voltage may be too low
to handle SpeechMike's preamplifier.

e Some notebook computers have MIC IN/LINE IN jacks that
do not work with 3.5 mm stereo plugs.

e Your SpeechMike may be faulty, check with the dealer.

If you still cannot solve the problem, contact Philips Speech
Processing Support for more information.
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Troubleshooting Sound Quality Poor Usable for Speech
Recognition Errors

If sound quality is poor and not useable for speech recognition,
your sound system is not good enough for speech recognition.

¢ Repeat the recording, speak loudly and clearly. Point the
microphone toward your mouth, so that you are talking into
the side of the microphone. If you are using a headset
microphone, adjust the arm so that it is rotated to face your
mouth.

e Begin speaking immediately after you have pressed the
Record button.

¢ Depending on which sound card you have installed, you
may not be able to disable the Automatic Gain Control
(AGC) in the audio mixer manually. Double-click the
volume icon on your Windows taskbar, select Options >
Properties, select Recording, enable Options > Advanced,
click Advanced, and disable AGC if available.

e Some notebook sound cards will have more internal noise if
the power lead is connected to the power mains to ground
the connection. Microphones built into notebook computers
and microphones that come with sound cards are generally
poor, have an uneven response, and are over-sensitive to
background noise.

e If you are using a notebook with an external microphone,
make sure the internal microphone is disabled.

e Try to reduce the background noise and dictate the text
again.

Using SpeechQ Report Station



Troubleshooting Audio Problems

e Increase the amplifier manually. Depending on which sound
card you have installed, you may be able to disable the
option Mic +20dB. Double-click the volume icon on your
Windows taskbar, choose Options > Properties, select
Recording, enable Options > Advanced, click Advanced,
and disable Mic +20dB if available. Or look in your
Windows Control Panel for a sound card or microphone
boost icon.

e Try another microphone. A USB microphone is a good
option as it does not need a sound card.

Some sound cards have a dedicated icon in the Windows Control
Panel. There may be a Mic Boost option and a Volume slider, so
experiment with this level. Make sure you understand the
difference between Playback volume (usually just called volume)
and Recording volume.

Troubleshooting Sound Quality Poor - Useable for
Speech Recognition

If sound quality is poor and useable for speech recognition Your
sound system is not very good, but you can use it for speech
recognition.

¢ Repeat, speak loudly and clearly.
e Bring the microphone closer to your mouth.

e Begin speaking immediately after you have pressed the
Record button.

¢ Depending on which sound card you have installed, you
may be able to disable the Automatic Gain Control (AGC) in
the audio mixer manually. Double-click the volume icon on
your Windows taskbar, select Options > Properties, select
Recording, enable Options > Advanced, click Advanced,
and disable AGC if available.
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Try to reduce the background noise and dictate the text
again.

Increase the amplifier manually. Depending on which sound
card you have installed, you may be able to disable the
option Mic +20dB. Double-click the volume icon on your
Windows taskbar, select Options > Properties, select
Recording, enable Options > Advanced, click Advanced,
and disable Mic +20dB if available. Or look in your
Windows Control Panel for a sound card or microphone
boost icon.

Try another microphone.

Troubleshooting Input Signal Problems

If you receive the “No Input Signal Detected” message:

342

Verify that your microphone is plugged into the MIC IN
jack, which is usually located at the back of your computer.
If the jack panel of the sound card is not well marked, refer
to the sound card instruction manual to determine the
correct input jack. If the microphone has an ON/OFF switch,
make sure that it is set to the ON position. The microphone
cable should be connected to the MIC IN jack and not in the
LINE OUT/SPK OUT jack.

If you are using a SpeechMike or SpeechMike Pro, check to
see if the trackball is working properly. When this does not
function, the microphone will not function either. To solve
this problem, restart SpeechQQ Workstation Setup and
reinstall the SpeechMike driver (Control Devices page).
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e If your microphone is connected properly and works, check
if the microphone is selected in the audio mixer, which is
available as an icon on your Windows taskbar. You may
have your MIC IN/LINE IN muted. In this case the computer
will not be able to detect any input sound. Open the audio
mixer and select Options > Properties. Select Recording and
click OK. Now check if the microphone check box is
activated (selected) or not (muted). Check the same for the
master record.

e If you have a passive microphone (not active, like
SpeechMike) try to enable the option Mic +20dB. This option
may not be available depending on which sound card you
have installed. Double-click the volume icon on your
Windows taskbar, choose Options > Properties, select
Recording, enable Options > Advanced, click Advanced,
and enable Mic +20dB if available. Or look in your Windows
Control Panel for a sound card or microphone boost icon.

e If your microphone has a converter, increase the input signal
by removing the converter.

e Check if you have chosen the correct sound device in
Windows: Start > Control Panel > Sounds and Devices >
Audio for playback and recording.

Troubleshooting Distortion Level Too High - Not
Useable for Speech Recognition Errors

If the distortion level is too high, you cannot run speech
recognition.

e Repeat, speak clearly and continuously. Point the
microphone towards your mouth, so that you are talking
into the side of the microphone. If you are using a headset
microphone, adjust the arm so that it is rotated to face your
mouth.
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The MIC IN signal may be overdriven, try to decrease the
amplifier manually. Depending on which sound card you
have installed, you may be able to disable the option Mic
+20dB. Double-click the volume icon on your Windows
taskbar, select Options >Properties, select Recording, enable
Options > Advanced, click Advanced, and disable Mic
+20dB if available. Or look in your Windows Control Panel
for a sound card or microphone boost icon.

Disabling this option is mandatory for the SpeechMike.

Other microphones may also need a signal reducer to decrease the
input signal.

Some notebook sound cards will have more internal noise if
the power lead is connected to the power mains to ground
the connection. Try to re-run the Audio Wizard with
disconnected power mains.

Microphones built into notebook computers and
microphones that come with sound cards are generally poor,
have an uneven response, and are over-sensitive to
background noise.

If you are using a notebook with an external microphone,
make sure the internal microphone is disabled.

Try to use the LINE IN jack instead of the MIC IN jack:

Connect your microphone to the LINE IN jack, which is
usually located at the back of your computer. If the jack
panel of the sound card is not well marked, refer to the

sound card instruction manual to determine the correct
input jack.

- No input signal/sound quality poor - increase the recording
level (slider).
- Distortion - decrease the recording level.

- Retry until you get a good result.

344

Using SpeechQ Report Station



Troubleshooting Audio Problems

Do not sit too close to the monitor. Many monitors produce
electrical noise throughout the speech band (fluorescent lights can
also have the same effect). A poorly shielded microphone will
corrupt your voice profile. If you have an earphone or speakers,
you may even be able to hear a buzzing.

Troubleshooting Distortion Level Too High - Useable
for Speech Recognition Errors

The distortion level is very high, but your sound system can be
used for speech recognition.

e Repeat. Try speaking more softly and holding the
microphone further away from your mouth.

¢ Depending on which sound card you have installed, you
may be able to disable the Automatic Gain Control (AGC) in
the audio mixer manually. Double-click the volume icon on
your Windows taskbar, select Options > Properties, select
Recording, enable Options > Advanced, click Advanced,
and disable AGC if available.

Troubleshooting Audio Data Not Useable Errors

If the sound quality is inadequate.

Repeat. Speak clearly and continuously.
¢ Hold the microphone closer to your mouth.

e Begin speaking immediately after you have pressed the
Record button.

¢ Depending on which sound card you have installed, you
may not be able to disable the Automatic Gain Control
(AGC) in the audio mixer manually. Double-click the
volume icon on your Windows taskbar, choose
Options/Properties, select Recording, enable
Options/Advanced, click Advanced, and disable AGC if
available.
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Appendix:
Managing Log Files
For every SpeechQ session SpeechQ creates a log file containing

information about that session. This file can be useful for SpeechQ
Administrator, if there are problems in your system to be resolved.

If you have problems working with SpeechQ in a particular
session, you can send the log file to the server where SpeechQ
Administrator can access it.

1. Click Help > Log File Management. The Log File Management
dialog box displays showing a list of your log files. Each file is
named by the time and date you logged on to SpeechQ.

2. Select a file and click Send to copy the log file to the server.

3. Click Remove to delete a log file from the list.

&

Log files are not automatically deleted from SpeechQ. All users
should manually delete files regularly.

Troubleshooting Errors While Processing a Report

If an error message displays while you are processing a report there
may be a number of possible reasons.

Possible reasons for an error of this type:

e Areportis checked out and a file which belongs to the
report is missing locally. The report must be checked out
again.

e Areportis checked out and SpeechQ has been uninstalled

and reinstalled on this PC. The report must be checked out
again.
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e Microsoft Word is not installed or is not functioning
properly.

¢ There is not enough disk space to process the report.
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