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For more information on using DocShuttle Dictafdgase visit:

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

- DocShuttle Dictator 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 saupp
- By Phone— (408) 987-5628
- By E-mail — docshuttle @bytescribe.com

For product upgrades:

-Within DocShuttle Dictator — click on theHelp menu and select
Check For Upgrades

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



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 docufilesit

-Integration with dictation systems and handheladréers for a virtually
unlimited number of remote dictators and transiipsts.

=10/ x]
Eile Connection File Transfer Tools Help
& ala| [ 2| B[ & #lela 2| @ o
FTP Server Files |Status: Displaying FTP folder: kvpel |C0nnected to simpleftp.net)
File Mame | Status | « Joh | Type | Dictator | Transcripti... | Sizi =
%.A 0403-001 5501 0000 0... Attachm.. 0403001  typel 5501 oooa 2EKE
%.f-\ 0403-002 5501 0000 0... Attachm..  0403-002  tepel 5501 aooa [
%?A 0404-001 5501 0000 0... Attachm.. 0404-001  typel 5501 oooa BKE
¥ D (405001 5 e ——
=10l x|
(3
I%?g gig;guﬂ‘; 55| File Wiew Options Help
& nnanenm £ E”l §|§| §(’|@| @l gl
ﬂ_— File Mame | Statuz | hd Jo...l Dictator | T~
zalliey RS 0831-004-1002 9010 chord... Printed 0831004 1002 c
| FileMame 5 08310011001 9010 chim...  New 0831001 100 £
;/ D~0103-001 2 U 0712004 5501 9393 00Ty... Mew 0712-004 B0 C
;/ D 0114-005-2; ﬁ% U 0712-004 5501 3333 00Ty...  Printed 0712-004 B0 C
PAE 0118001 5% |<SEHU 0629.002 4401 9333 40te... Printed 0529002 4401 L
& Dem19001 £ U 0423-002-1001 3010 chor.. Mew 0423002 1001 €
D 0128001 5 5 04230011001 3010 chim...  Mew 0423001 1001 <
/ D 0126-002 5! U 0423-001-1000 9070 chim...  Mew 0423-001 1001 9
/ D~0126003 F % U 0408-035-0003 9003 DPM... Mew 0408-035  ODTC-Mason B
/ D 013 %U 0217-002 5501 0000 00 G... Mew 0217-002 &S0 C
I % 5 0217-007 55071 0000 00 M... Mew 0217001 &S0 C
ﬂ— % U 0215002 5500 000000 T... Mew 0215-002 &S0 _EILI
sibe L | .

|16 job(s)

[Total Size: 3,170KE

Mt scheduled printing in 1 minutes 2




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 filegnfdictation systems
and/or handheld recorders, and archive files.

DocShuttle Clientis the transcribe module, and is used by each emot
transcriptionist to download and decrypt dictatiites. 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¥P 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
Root Directory field of the settings window.

Also check with your administrator for théser's Job TypeandUser’s
4-Digit ID settings.

Note: If you are having problems connecting to ysite, try connecting
to the sample FTP site using the settings that oaitiethe software.
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Once you have checked your settings, click@oanectbutton 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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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 arftbgs up in the bottom
pane of the DocShuttle window. Try the same foesa 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 bauwlgl appear showing
the current status.

Once the files have been uploaded to the FTPthidjles will appear
with a Transferred status and yellow icon in thédro 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 dictator will viaitthe transcriptionists
to download and transcribe the voice files and tiyglnad the completed
text document back to the site. To view the custaiius of each job,
right-mouse-click anywhere in the top pane of tleeBhuttle window
and select Refresh from the popup menu that app&as thé-ile Man-
agement and Workflowsection of this manual for more information.
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Once a transcriptionist has completed a job andag#d a document file,
the voice file will appear with an Uploaded statushe top pane of the
DocShuttle window and will have an additional whitecument icon. To
download any attachments, click the button withgheen arrow pointing
down, or click therile Transfer menu and sele@ownload New Files
menu option. Any completed text documents thaeHzaen 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 docotsevill appear
here. To view a Microsoft Word document, simplydi-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¥i¢w 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 Dictator module is installed onragk# computer, and
can handle dictation for 1-5 dictating physicians.

The DocShuttle Dictator module allows importingvoice files from
handheld recorders or other digital recorders, aglilig of voice files to
an FTP site, and downloading of completed docunfeois the FTP site.
DocShuttle Dictator can also print Microsoft Wordcdments. Each of
these features can be automated.

The DocShuttle Dictator window has two panes. fbipepane displays
files on the FTP server. The bottom pane displidggs on the local com-
puter hard drive. DocShuttle Dictator users cankthe 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.

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



To configure the settings of DocShuttle ClientcklTools menu and
selectSettings This will display theSettingswindow.

Check with the system administrator for the sestimgthis window. The
Host address User nameandPasswordmust be entered in order for
DocShuttle Dictator to be able to connect to th® Bite. If dictation
files are stored in a subfolder on the FTP site sibfolder path should
be entered in thRoot Directory field. These four settings will usually
be the same for each DocShuttle Client user

TheUser’s Job TypeandUser's 4-Digit ID fields should also be filled
in, and may be different for each user.
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Once the settings have been entered, simply gnegSdnnect button on
DocShuttle Dictator to connect to the FTP site.c©connected, all files
in the User’s Job Type folder on the FTP servef véldisplayed in the
DocShuttle Dictator window. All new files can bploaded by pressing
the Upload New Files button. Many functions carpbgormed by right-
clicking within the panes of the DocShuttle Dictatddandow.



’ $ -

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 Dictatan import them.
Importing gives a file a DocShuttle filename, angies the file to a loca-
tion 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, selecBettings 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 @umatically be marked
with the User ID on the right. Once the settingséhbeen entered, you
may import files by clicking th&ools menu and selectinignport Files.

The second method for importing files is to drag-ainop sound files
directly from Windows Explorer — or the desktopteithe DocShuttle
Dictator window. This method will import files inthe default job type
folder using the default User ID (the first line the Import tab).
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Uploading places the files on the FTP site whetr@mscriptionist with
proper permissions and DocShuttle Client can sde@mneve them.
DocShuttle Dictator must be connected to the FidPisiorder 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 Dictator menu bar. This will upload all newtpported 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 etkag the files from the
bottom pane to the top pane of DocShuttle Dictator.
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In DocShuttle Dictator, you can monitor the statfia file in the top
pane. Once the status of the file is U (for Upkd)d you can download
the document into DocShuttle Dictator.

DocShuttle Dictator must be connected to the FI&Pisiorder to retrieve
document files, and there are two ways to perfdrendownload.

The first simply is to click on the green down avrbutton on the Doc-
Shuttle Dictator menu bar. This will download amgaall documents in
that are not currently in the bottom pane , artiésmost commonly used
method.

The second way is to select only the files you wamtownload and then
either click on the yellow down arrow button orestirag the files from
the top pane to the bottom pane of DocShuttle Bicta

It is possible to automate importing, uploading] downloading of all
files using DocShut-

tle’s scheduling

functions, which are

located on the Local

tab in Settings.

To turn on the sched-
uled features, click
the Tools menu,
selectSettings then
click theLocal tab.

At the bottom of the
window will be

check boxes for each
scheduled function.
Click to place a
check mark in the
box for each feature
you want automated.



File management using DocShuttle Dictator is e&pabse the status of
all files is shown in the program window. The g&of files in DocShut-
tle is shown using colorful, easy to read iconsr€hare two columns of
icons. The left column indicates the status ofatiached text document.
The right column of icons indicates the statusheftoice file.

Local files (bottom pane) can be eitidgw, Stat, or Transferred. Files
that have not been uploaded have eitthew or Stat status. Once they
have been uploaded to the FTP site, they will Hagdransferred
status.

FTP Files (top pane) can be eitiNew, Downloaded Completed, or
Uploaded When files are first uploaded, they will all lee@New status.



When a transcriptionist downloads a file, the statill turn to
Downloadedand the file will appear with a yellow lightninglbicon. If
the transcriptionist attaches a text document goholls the document,
the status will turn t&Jploadedand the file will appear with a white
document icon.
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To view all completed text documents, click on Tle®ls menu and se-
lect Document Managetr The Document Manager window will appear.

The Document Manager displays all attached docuwsfenta particular
voice file. This window enables functions such Estmg, viewing,
searching and creating reports.
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Files that have been marked as Completed or Uptbadehe local hard
drive may be purged using the Purge Files buttarthe Settings win-
dow, you may specify how old files must be befdweytare purged. This
function works by deleting each file that meetsdhteria specified. The
user may also manually delete files from the larale by right-clicking
on selected files and choosing the Delete optiomfthe popup menu
that appears.

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

To create a Quick Report, highlight files you wishappear in the report
from the Local pane of DocShuttle window. ThemwrlcliheQuick Re-
port button. A report will appear in a new text filépaving 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 tBiastom Reportbutton. TheCus-
tom Report window will appear with a number of fields. Sggdhe
criteria for the report and click ti@reate button.

A text file, similar to the one created by the QuiReport, will be created
as the output of the report.

If the documents downloaded by DocShuttle are Miefoword docu-
ments and Microsoft Word is installed on the corapugou may select
thelnclude MS Word Statistics checkbox to include line count informa-

tion in the report.
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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.
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First, if you have been able to upload or downlpealiously, check to
see that you are still connected to the FTP Sieme FTP sites will auto-
matically disconnect you after so many minutes aithany activity. Try
disconnecting and reconnecting.

Second, if you have never been able to upload wnliad to this site,
then you may not have proper permissions to the $ifEP Check with
your FTP host to see what your FTP permissiongoartne username
and password you are using. In order to use Dat8heach user must
have permissions to Read, Write, Overwrite, Delatel Rename files on
the FTP server.

Finally, some FTP servers do not allow files wiplases in the names to
be uploaded. Check with your FTP administrateséde if you have a
server that does not allow spaces in the filenameome cases, Doc-
Shuttle files can be created without any spacésdriile names.

First, the file may have been decrypted with thengrdecryption pass-
word. Check with the administrator to see if filesng uploaded are en-
crypted and if so, double-check to see that yow lthg correct encryp-
tion password. If you did have an incorrect entipyppassword, you
will need to re-download the file in order to deairit properly.

Second, check the file size of the downloaded fitake sure that the
size of the downloaded file exactly matches the sizthe file on the FTP
site. If it is not, it may not have downloaded ewtty.

Finally, the file may have become corrupted on doag. Try re-
downloading the file and see if it can play.

The error you are receiving is usually caused bgraupted file, usually
either a downloaded audio, header, or documentdilelse a corruption
in theftplog.txt file. Please close the DocShuttle software aythie
following.

First, try deleting thétplog.txt file in the installation folder (usually the
C:\Program Files\Bytescribe\DocShuttle Client fo)Jd& ou may need to
restart your computer. After removing the fileggde start your Doc-



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.






