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Work Flow 

Process 1: Upload & Download Procedures 
Dictation from the physician is stored as digital audio files which are 
uploaded via the internet onto our secured FTP server. The FTP site 
provides you with pre-configured software which allows you to upload 
the audio files and download the completed reports. We also provide a 
toll free phone number to call in your reports. You are provided with a 
secure log in and password to access your file directory on our site. 

Process 2: Transcription 
The downloaded audio files are assigned to our transcriptionists 
dedicated to handle specific accounts. The file is then transcribed and 
put into a customized format that is pre-defined by the client. We 
support Word formats. You can provide any requisite file templates. 

Process 3: Quality Check 
Editors, process managers and physicians then proofread the 
transcribed report. This enables us to maintain an accuracy level of 
98.6% and above at all times. 

Process 4: Delivery of Reports 
Completed reports are then uploaded back on to the FTP directory. 

Process 5: Archival 
We have in place a self-reliant, fault tolerant archival and retrieval 
system for better data/audio management and care. Data files are 
archived for a period of 12 months. 



eTransMed OnLine, a special provider for: 

Private Practice Associates (PPA) 
Nebraska's premier practice management and group purchasing organization  

Welcome to our OnLine Site! 

eTransMed, providers of the most 
accurate, full-service transcription services 
in the United States. 
Guaranteed Performance and Turn-Around 
Time 
Most compettative rates in the industry. 

Address: 

Xxxxxxxxxxxxxxxxxxx 
Xxxxxxxxxxxxxxxxxxx 
Xxxxxxxxxxxxxxxxxxx 
Xxxxxxxxxxxxxxxxxxx 

U.S. Toll Free Number 1-800-XXXXX 
E-<ail: XXXX@etransmed.com 

Customer Log in Page 

Please go to: http://www.etransmedco.com and click the client log in in the upper right 
hand corner. 

When you see the customer log in page, please type your username and password  
in the spaces provided  and then click log-in. 

eTransMed  



Home Page 

After logging in you will see the page displayed below. The gray shaded area on  
the left of this page is called the filter field.  Just like an e-mail box, you have an 
inbox where all processed files are located for your viewing, editing and approval.  
A pending folder shows files in queue pending processing.  An archive folder 
shows all approved transcripts ready for storage. 



Tracking the Dictation Process 

For HIPPA compliance, we have a document  tracker,  known as the audit trail. 
You will see details on the selected  transcription  from the moment it was created 
(including the name of the medical transcriptionist) all the way to delivery to the 
physician, editing, printing, etc… 

You can view details of your  transcribed document by clicking on the large  
blue T.  



Sorting Files 

You can sort your files by clicking on the dark grey column heading with the 
following options: 

      1. Type 
      2. Owner 
      3. Patient 
      4. Medical Record Number (MRN) 
      5. Date 



Advanced Search Options 

Search for patient last name, MRN number or  “specific terminology” as well as  
add other details to the search by choosing group/owner/dates created/printed/ 
faxed/e-mailed/edited. 

You can also search by dictation number. 



Viewing a Patient’s Transcribed Report 

When you want to view and/or edit the document or the transcribed report, click on 
the patient’s name or date.  

When you want to listen to the audio you may click on the audio icon.  



Advanced Search Options 

Search Terms: Enter patient’s last name, medical record number or search term. 
Example: “operation” 

Tracked Events: Select the event on the document you want to search for e-mailed, 
faxed or printed. 

You may select the range of date for your action as well as select the individual you 
would like to identify. 



Options to Save, Approve, Send and Print 

After clicking on the patient’s name, you will view the page below. 

Click on the blue icons circled below to either save edits, send documents via e-mail 
or fax, approve (with or without comments) the document which will automatically 
archive to your record or print your document. 



Approve or Send Back for Corrections 

If you choose to comment click the necessary boxes for your comments.  
You may use the comment box area for additional comments. Your comments will  
be sent to the medical transcriptionist when you click approve.  

To cancel comments, click cancel. 



Printing 

To print a document, click the print button. 



Preference Tab Options 

Select  the number of records you want to view per page. 



Contact Information 

You may list your contact information here. 



Print Preferences 

You may configure or set-up your print preferences for the document . 



Setting up Fields 

Set up the fields you wish to view in the inbox and archive columns. 



Log In Security 

You may can change the system generated log in details for security purposes. 



Forwarding 

Type in the e-mail address and fax number where you want to forward a document. 



Reference Tab 

Your personal contacts filed for e-mail  and faxing purposes are stored here. 



Reference Tab 

Select the template you would like to view and have on-line access to. 



Macros 

Create a new macro by clicking on the blue New icon circled below. Macros are viewed 
on-line and may be selected for your account independently. 
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