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For more information on using DocShuttle Administraplease visit:

-DocShuttle Frequently Asked Questions (FAQ's}— go to
www.bytescribe.com/fags.htm

- DocShuttle Administrator Help Files— click on theHelp menu and
select Contents

- DocShuttle Tutorial — go to www.bytescribe.com/support

- Supplemental Guides— go to www.bytescribe.com/support

To contact Bytescribe for additional technical supp
-By Phone— (408) 987-5628
- By E-mail — docshuttle@bytescribe.com

For product upgrades:

- Within DocShuttle Administrator — click on theHelp menu and se-
lect Check For Upgrades

- Bytescribe Website— visit www.bytescribe.com/downloads for the
installation file for the newest version of DocSteiAdministrator



DocShuttle Internet Transcription Software is dor@fable and easy-to-
use suite of software products used to manage eovldf dictation and
transcription over the Internet.

- Automated transfer of voice files and text docuraent
- Complete tracking and management
- Secure, automated encryption of audio and docufilest

- Integration with dictation systems and handhel@réers for a virtually
unlimited number of remote dictators and transyipsts.
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A full DocShuttle system is comprised of three mled: Administrator,
Client and Dictator.

DocShuttle Administrator is the central administrative module for the
transcription company or facility using the system.

DocShuttle Administrator is used to set up the BIt&, set security and
user permissions, manage workflow, upload filegfidictation systems
and/or handheld recorders, and archive files.

DocShuttle Clientis the transcribe module, and is used by each emot
transcriptionist to download and decrypt dictatiibes. It can also be
used to send the completed documents to an editQAdranscriptionist,
back to the transcription office, or directly tetictator’s office.

DocShuttle Dictator is the dictate module. DocShuttle Dictator can be
used to automatically upload dictation files to H¥eP site for transcrip-
tion and to download documents for printing. Eaxdtallation of Doc-
Shuttle Dictator can support up to 5 individualtdiors with unique user
ID’s.
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First, check your connection settings in DocShulient by clicking on
theTools menu and selectingettings Make sure you have a valid set-
ting for Host address User nameandPassword If there is a subfolder
on your FTP server that you will be using, entat folder name in the
Initial Directory field of the settings window.

Note: If you do not yet have a FTP site set uprertaaving problems
connecting to your site, leave the default settisngs connect to the sam-
ple FTP site.
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Once you have checked your settings, click@banectbutton in the top
left corner of the DocShuttle window, or click dreConnectionmenu
and selec€onnect to FTP. The DocShuttle software will attempt to
connect to the FTP site.

If DocShuttle is able to connect without error,rthwill be a status mes-
sage at the top of the window showing Logged in &watShuttle will
display any available files on the site in the pame of the DocShuttle
window

Note: If you have trouble connecting to the FTR,gilease view the
Troubleshooting section.
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DocShuttle uses folders on the FTP server to orgasnd to store files.
The folders are named "typel", "type2", "type3Lt, eff these folders are
not present on your FTP server, you will not besdblupload files.

To create these folders, click on fheols menu and sele@reate Fold-
ers on FTP Site This menu option will create the folders on HieP
server for you. Once they are created, you majnhggoading voice
files to the FTP site.

&' $
You must first get some files to upload. Just gsiak test, try dragging
any .wav file from Windows Explorer and droppingnito the DocShuttle
window. The file should automatically import arftbss up in the bottom

pane of the DocShuttle window. Try the same foesal other .wav
files. Once these files have been imported, theyeady to be uploaded.
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To upload the voice files to the FTP site, click thutton with the green
arrow pointing up, or click thEile Transfer menu and seletipload
New Files You can also upload selected files by dragdiegrt from the
bottom pane of the DocShuttle window to the topepasing the mouse.
The file transfer should begin and a progress baulsl appear showing
the current status.

Once the files have been uploaded to the FTPthidijles will appear
with a Transferred status and yellow icon in thédra pane and a New
status and green icon in the top pane.

Note: If there is an error uploading, please seeThoubleshootingsec-
tion of this manual

Once the files are uploaded, the transcriptiomigiisbe able to download
and transcribe the voice files and then uploadcctmpleted text docu-
ment back to the site. To view the current stafiesach job, right-
mouse-click anywhere in the top pane of the Dod&hutindow and
select Refresh from the popup menu that appedep 6 Download
Completed Text Documents

* ] +

Once a transcriptionist has completed a job andaggd a document file,
the voice file will appear with an Uploaded statushe top pane of the
DocShuttle window and will have an additional doeumicon. To
download any attachments, click the button withgheeen arrow pointing
down, or click therile Transfer menu and sele@ownload New Files
menu option. Any completed text documents thaehzeen uploaded by
a transcriptionist will be downloaded to your lobakd drive.
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Click the Tools menu and sele®ocument Managet This will display
the Document Manager window. All downloaded docntwevill appear
here. To view a Microsoft Word document, simplytke-click on the
document you wish to view. To print Microsoft Watdcuments, high-
light the files you wish to print and then right-os®-click on the selected
files and choos®rint from the popup menu that appears.

You may automatically schedule printing of all ng\dbwnloaded Word
documents by clicking th@ptions menu in Document Manger, selecting
Settings and checking th8chedule Printingcheckbox.

If the documents are not Microsoft Word documeyts; will need to
click on theTools menu in DocShuttle Dictator and sel¥@tw Docu-
ment Folder. This will display, in Windows Explorer, the folden the
local computer that contains the documents. You way and print any
and all documents from this window.



The DocShuttle Administrator module is installedaosingle computer,
and can accommodate handheld dictation for 1-&fiigt physicians or
any number of digital dictation systems.

DocShuttle Administrator handles uploading of vdiges to an FTP site
and downloading of completed documents from the Eifé? DocShuttle
Administrator can also print Microsoft Word docurtenEach of these
features can be automated.

The DocShuttle window has two panes. The top pigspgays files on
the FTP server. The bottom pane displays filetherlocal computer
hard drive. DocShuttle Administrator users cankrhe status of jobs in
real-time, showing the status of each job in thepgane.

Files can be uploaded to the FTP server eitherégging files from the
bottom pane to the top pane or by clicking theasro the button bar at
the top of the window. Uploading can also be auatisu.

All files, including both audio and document filesn be automatically
and securely encrypted with 256 bit encryption.



To configure the settings of DocShuttle Adminigtratlick Tools menu
and selecBettings This will display theSettingswindow.

TheHost address User nameandPasswordmust be entered in order
for DocShuttle Administrator to be able to conrtecthe FTP site. If
dictation files are stored in a subfolder on thé®FSlte, the subfolder path
should be entered in theitial directory field. These four settings will
usually be the same for each DocShuttle user.

TheUser’s Job TypeandUser’s 4-Digit ID fields should also be filled
in, and may be different for each user.

DocShuttle uses folders on the FTP server to orgaand to store files.

The folders are named "typel", "type2", "type3t, eff these folders are
not present on your FTP server, you will not beedblupload files.

To create these folders, click on fheols menu and sele@reate Fold-
ers on FTP Site This menu option will create the folders on Hi&P
server for you. Once they are created, you majnhggoading voice
files to the FTP site.
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Once the settings have been entered, simply gnes€bnnect' button on
DocShuttle Administrator to connect to the FTP.si@nce connected, all
files on the FTP server will be displayed in thecBhuttle Administrator
window.

All new files can be uploaded by pressing the "@pldNew Files" button.
Many functions such as running reports and movileg £an be per-
formed by right-mouse-clicking within the panediué DocShuttle Ad-
ministrator window.
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When connecting to an FTP site, DocShuttle Admiaist will display
files in all folders specified. If using a slowténnet connection or if a
very large number of files exist on the server,ltialing time may be
significant.

If you wish to view a range of folders, you may apethe range of fold-
ers to view. Click on th&ools menu, selecBettings,and click theAd-
vancedtab. In the View Range of Job Types field, spetlify range of
Job Types you wish to view.



DocShuttle uses its own internal security systessed on User Permis-
sions. A user is allowed or denied access to @ tyjuler based on their
4-Digit User ID. User Permissions are set in Dud8e Administrator
by clicking on theSecurity menu and selectindser Permissions

To create a new user, click on tieer menu and sele&dd. To edit a
user, just double-click on it in the DocShuttle téseindow.

Transcriptionists using DocShuttle Client and dimts using DocShuttle
Dictator can be limited to only certain job typdéa job type is not
specified in the user's profile, the user will haeeess to all job types. A
limit to the number of files that a transcriptiasisnay download can be
set by entering a value in the "Max Files" field.



Once all users have been entered into the usamiisproper permissions
have been granted, the administrator must setdhmipsions on the FTP
site by clicking on th&ecurity menu and selectinget Permissions
After permissions are set on the FTP site, onlyauséth a valid ID num-
ber will be granted access.

Permissions may also be removed from the siteibking on theSecu-
rity menu and selectingemove Permissions Removing permissions
will allow total access to all job types by anyaweessing the FTP site.

If you are connecting to an FTP site for the finste with DocShuttle
Administrator, and if permissions have already b&stron the site, you
may quickly add the permissions into DocShuttle Adstrator by get-
ting the permissions file from the site. To gesdrg permissions from
the site, and to overwrite whatever permissionstdacally, just click on
the Security menu and selectin@et Permissions



DocShuttle Administrator can upload files from bb#mdheld digital
recorders and from larger dictation systems, lileeBytescribe Orator.

When using DocShuttle Administrator with the Ordbagital Dictation
System, the larger voice files from the Oratoruseally converted by
the Bytescribe Export Utility. When the Export lifyi is installed
(usually on a second computer, labeled the Comgeffiomputer), it cre-
ates its own folder structure, including outputfais for the converted
audio files, on your computer’s hard drive.

DocShuttle Administrator should be installed witkie folder structure
created by Export Utility (the default installatiéoider for DocShuttle
Administrator is within the proper folder). If it@dled properly, DocShut-
tle Administrator will automatically recognize atbice files exported by
the system.

DocShuttle Administrator will then upload the voites to your FTP
site.
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Voice files may be imported from digital handhedgtorders, or from
other systems that create sound files. So lonjeafiles are saved onto a
computer on the local network, DocShuttle Admirgir can import
them. Importing gives a file a DocShuttle filengraed copies the file to
a location on your computer.

There are two methods for importing voice filesneOnethod is to spec-
ify the import directory where files may be foumdthe Settings window.
Click theTools menu, selecettings then click thdmport Tab.

Specify the import directory and user ID for eacldér. For each line,
files imported from the folder on the left will aumatically be marked
with the User ID on the right. Once the settingséhbeen entered, you
may import files by clicking th&ools menu and selectingnport Files.

The second method for importing files is to drag-ainop sound files
directly from Windows Explorer — or the desktomtoithe DocShuttle
Administrator window. This method will import filaato the default job
type folder using the default User ID (the firstdion the Import tab).
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Uploading places the files on the FTP site wheramscriptionist with
proper permissions and DocShuttle Client can sdeaeaneve them.
DocShuttle Administrator must be connected to the Bite in order to
upload, and there are two ways to upload files.

The first simply is to click on the green up arrbutton on the DocShut-
tle Administrator menu bar. This will upload allwlg imported files, and
is the most commonly used method.

The second way is to select only the files you wantpload and then
either click on the yellow up arrow button or etbag the files from the
bottom pane to the top pane of DocShuttle Admiatstr.

$

In DocShuttle Administrator, you can monitor thatss of a file in the
top pane. Once the status of the file is U (fofddded), you can
download the completed document. DocShuttle Adstiaior must be
connected to the FTP site in order to retrieve dwmt files, and there
are two ways to perform the download.

The first simply is to click on the green down avrbutton on the Doc-
Shuttle Administrator menu bar. This will downloaady and all docu-
ments in that are not currently in the bottom pazed is the most com-
monly used method.

The second way is to select only the files you viamtownload and then
either click on the yellow down arrow button oreetirag the files from
the top pane to the bottom pane of DocShuttle Adstrator.



It is possible to automate importing, uploading] downloading of all
files using DocShuttle’s scheduling functions, whare located on the
Local tab in Settings.

To turn on the scheduled features, click Tlo®ls menu, selecBettings
then click the_ocal tab. At the bottom of the window will be check
boxes for each scheduled function. Click to plaoheck mark in the
box for each feature you want automated.



File management using DocShuttle is easy becaesstdkus of all files
can be seen by any DocShuttle module that has aitwdise type folder.

When files are first uploaded to the FTP servay thill have either a
New or Stat status and will be marked with a greeyellow flag. Once
a file is downloaded, the status will be changeBdoavnloaded and it will
be marked with a yellow lightning bolt.

If a transcriptionist attaches and uploads a dociteethe job, the file
will have an Uploaded status and will be markedwitdocument icon.
The status of all local files is automatically slgrmnized with the files on
the FTP server.

If no document is attached, the file may be ma&dompleted by the
transcriptionist, it will have a Completed statusl avill be marked with a
red flag.



The status of files in DocShuttle is shown usinlpdal, easy to read
icons in two columns of icons. The left columnitades the status of the
attached text document. The right column of idodécates the status of
the voice file.

Files that have not yet been transcribed
(N, S, D) will not have an envelope icon,
since there is no document attached yet.

Voice files that have been completed by
a transcriptionist (A, M, Q, R, U, and C)
will be marked with a red flag.

In addition, files that are being reviewed
for quality assurance purposes (M, R, Q)
will have a colored envelope icon.

The Uploaded status (U) represents a file

that is fully complete. Files with this

status have a red flag and white docu-
ment icon beside them.
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As a file is being downloaded by a transcriptignitsis briefly marked as
Locked (L) on the FTP server so that no other sapsonist can access
the same file at the same time. The status renhaicised until the file is
completely transferred.

If a problem occurs during download
and the file gets stuck in the Locked
status, the transcriptionist can unlock
the file. In the top pane of DocShut-
tle Client, right-click on the Locked
file and selecChange Status to

New from the menu that appears.
The file should unlock, and the tran-
scriptionist can try to download the
file again.

If someone downloads a file and
then is unable to complete it, then
the status of the uncompleted file
should be changed back to New on
the FTP server. To do this, the file
should be deleted from the local
computer (bottom pane of DocShut-
tle Client) and then the status needs



to be reset to New.

First, to delete the file, it should be marked asnPleted on the local
drive by right-clicking on the file and selecti@@pange Status Tdrom
the popup menus that appears and tbempleted from the second
popup menu. Then the file can be deleted fronidbal drive by right-
clicking on the file and selectifgelete Selected FileBom the popup
menu (a file that is not Completed status cannatdieted).

Then, once the files have been deleted from the lixive, right-click the
file on the FTP server in the top pane and séléeinge Status to New
from the popup menu that appears.

Please note, it is possible to change the statdsdmtete more than one
file at a time. Just select multiple files to penfi the same action.
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If a transcriptionist is using a word processoreottnan Microsoft Word
or a player other than the Bytescribe WavPlayem thutomatic Docu-
ment Creation cannot be used. In that case, dauisnean be typed and
saved and then attached to any voice file. ZipRD#& files may also be
attached.

As a transcriptionist listens to voice files thavh been downloaded, the
transcription can be typed into any standard waodtgssor such as Word
or WordPerfect. These documents can be saved ifokdgr on the com-
puter, such as the "My Documents" folder. Oncexadocument has
been typed and saved to the computer, it is reathg tattached to the
original voice file in the DocShuttle Client window

To attach a document, right-click on the voice fiilehe bottom pane of
DocShuttle Client and select tAétach External Documentoption from
the popup menu that appears. Multiple documentdeaadded using the
method.

Some companies may not need for transcriptiorostgptoad and return
text documents through DocShuttle. In this caseitld be enough for
the voice files to be marked as Completed. Inoraenark a voice file
as Completed, right-click on the voice file ances¢Change Status To
and then selec€ompleted

Please note: if a voice file already has a docunagtaiched, marking it
Completed will delete the document.



Many companies require that a document be reviewedlited for Qual-
ity Assurance (QA) purposes before a final copetsrned to the dicta-
tor. DocShuttle provides a method by which a ttaipsionist may send
files for QA review.

To do QA, both the initial transcriptionist and tditor/QA transcrip-
tionistmustbe using DocShuttle Client. The QA review persioousd
be granted QA privileges in their
User Profile when Permissions
are set in DocShuttle Adminis-
trator.

In order to begin the QA proc-
ess, the file must be marked for
QA before the document is up-
loaded back to the server. This
can be done manually, on a file-
by-file basis, or it can be done
automatically for all files.

To mark an individual file for

QA manually, right-click on the
file and selecMark Attach-

ment for QA from the popup
menu that appears. The status of
the file will then be changed to

M.

To set up DocShuttle Client to
automatically mark all files for QA, click on theols menu, selecbet-
tings and then go to thieocal tab. There is a check box on that tab la-
beledMark attachments for QA review when attaching files Click to
place a check mark in that box and then click@ie button. Now all
files that get attached will be marked for QA.

When the transcriptionist uploads the file back® FTP site, the status
will be updated to Q for Sent for QA. The QA trargtionist can then
download the document using DocShuttle Client.oHshe can open the
document, make changes, and save the edited filleedmown computer.

Once the file has been reviewed and saved, ther@driptionist up-
loads the document back to the server. So lotlgeadocument has the
same name, it will overwrite the earlier, uneditietument. Once the
edited document is uploaded back to the servesstttas is U for Up-
loaded, and the document can be downloaded by DottSPictator.

Note: It is important that the QA review persoreslmotrename docu-
ment file name during this process.
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Since an FTP site may be accessed by programsthtreDocShuttle, it
may be possible that files exist on the site thatat recognized by Doc-
Shuttle. To view documents that are not recognimeBocShuttle, select
Tools | Find Orphan Filesfrom the DocShuttle Administrator menu.
The window shown below will appear.

Files appearing in the window above may be filed ttere uploaded by
some other program or may be attachments that theee improperly
uploaded or separated from the original voice fil&sere are buttons to
"Download and Remove" or "Delete Files".



There are two kinds of reports in DocShuttle: QUReports and Custom
Reports. Both report types can be created eitber fvithin the main
DocShuttle Administrator window or from within Datent Manager.

To create a Quick Report, highlight files you wisrappear in the report
from the Local pane of DocShuttle window. TherlcliheQuick Re-
port button. A report will appear in a new text filéipaving you to print,
modify, or save the report.

Another method of creating a Quick Report is tdtiglick in the Local
pane and sele®eport of Local Filesfrom the popup menu. Similarly,
to create a report of FTP files, right-click in th€P pane and seleRe-
port of FTP Files.

To create a Custom Report, click tBastom Reportbutton. TheCus-
tom Report window will appear with a number of fields. Sggthe
criteria for the report and click th@reate button.

If the documents downloaded by DocShuttle are Miefoword docu-
ments and Microsoft Word is installed on the corepugou may select
thelnclude MS Word Statistics checkbox to include line count informa-
tion in the report.
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To view all completed text documents, click on Tlw®ls menu and se-
lect Document Managet The Document Manager window will appear.

The Document Manager displays all attached docusrfenta particular
voice file. This window enables functions such estmg, viewing,
searching and creating reports.

The Custom Report window in Document Manager atsoddditional
report options, including Turnaround Time reporting
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Check the DocShuttle Log (clickools > View Log) to see if any infor-
mation is given as to why the connection failed.

First, verify that your computer is connected te thternet. Try opening
an Internet browser to see if you can see web p&gesShuttle will not
work without an Internet connection.

Second, try turning on DocShuttle’s Passive Moderge In theSet-
tings window (click Tools > Settingg find the box labeletse Passive
FTP Mode and click to put a check mark in that box.

Third, verify that you can connect to an FTP sfBame firewalls and
Internet Service Providers (ISP’s) block FTP accé&3pen your web
browser and enter ftp://sample:sample @simpleftomtte address bar,
then hit enter. You should be able to see sorae &hd folders in your
web browser. If you cannot connect through FTR, y@ay need change
settings in your firewall or contact your ISP.

Fourth, verify that your host address, user nangepassword are correct
in the Settingswindow (click Tools > Settingg. Check with your ad-
ministrator to verify these settings. Your hostrdd will usually be
something like mywebsite.com or an IP address1&2.168.100.1.

Finally, verify that your FTP address is accessililey using another
FTP program to connect to the same FTP site (Midtdsternet Ex-
plorer, WS_FTP, CuteFTP, etc.)
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First, check th&oot Directory setting in theSettingswindow (click
Tools> Settingg. This setting is usually blank. Only if the jolpe
folders exist in a subfolder on the FTP site shebéte be a subfolder
name in this field..

Second, make sure that the someone has createdsfald the FTP site

using DocShuttle Administrator. DocShuttle Cliesjuires a particular
folder structure on the FTP site. See DocShuttiemiistrator Help files
for more information.

Finally, make sure he files on the FTP site arthefcorrect type. Doc-
Shuttle will display files with .wav, .vox, .dssqp3, .msv, and .dvf ex-
tensions. Also, the files must have been uploageddzShuttle Dictator
or Administrator in order for DocShuttle Clientgee them.






Shuttle software again and see if you get the error

Second, if you continue to get the error, pleageamoving all of the
files from the subfolders within the DocShulttletaiktion folder. Inside
the DocShuttle installation folder are subfoldessned Documents and
Headers, as well as all of the type folders. Theag be a file in one of
these folders that is corrupt and is causing ther eso please move the
files to an archive folder somewhere else on yaunguter.

Please note, these include your dictation filegj@omay not want to
delete them entirely. You just need to remove tifireem the folders that
DocShulttle uses.

After you have removed all of the files from alltbe subfolders in the
DocShuttle installation folder, please start yomcBhuttle software
again and see if you get the error.

Finally, if you still continue to get the errorgalse try uninstalling the
software and installing to a totally different feld During installation,
you will need to change the name of the folder imtach DocShuttle is
being installed. This will perform a completelgah installation of Doc-
Shuttle in another folder, so that none of thefibdd are being used.






