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Transcriptionists Instructions for Using E-Train On-Line Training
The attached instructions were created to give Transcriptionists the knowledge to begin the on-line training referred to as “Etrain”.  In order to use etrain, you must 1st download the Emdat InScribe software.  If you already have the InScribe software loaded, proceed to “Using Etrain” section.
DOWNLOAD EMDAT SOFTWARE:

1. Open your web browser and go to www.emdat.com/software
2. Click on “InScribe”.

3. Select “Full Installation of InScribe”.

4. Select “Open” or “Run from Current Location”

5. The program will download and install.  When prompted always select “Yes” or “Next” until complete.

6. InScribe is loaded on your computer.  

USING E-TRAIN:

Etrain on-line training has 20 user ids’ that can be used at one time.  You can select any of the 20 to use the program, but because many people are using this training program on a daily basis, you may pick one that is currently being used by another trainee.  When you hear “Welcome to the Emdat InScribe Training” at the beginning of the 1st dictation, you know that you can proceed because no one else is using that user id.  If you don’t hear the “Welcome Message”, please exit and CHECK IN ALL then try another login id.

Possible Login ID’s (Passwords are the same as the user-id’s)

	Etrain1
	Etrain2
	Etrain3
	Etrain4
	Etrain5

	Etrain6
	Etrain7
	Etrain8
	Etrain9
	Etrain10

	Etrain11
	Etrain12
	Etrain13
	Etrain14
	Etrain15

	Etrain16
	Etrain17
	Etrain18
	Etrain19
	Etrain20


1. Go to your “Start Menu”

2. Select “Programs”

3. Select “Emdat”

4. Select “InScribe”

5. When prompted, login with the 
(BEFORE PRESSING LOGIN, Select “Options” on the LOGIN SCREEN and set the Player to Windows Media (InScribe Full Control).

Username: (Login from Above)

Password: (same as username used)

Company Code: edemo

6. The software will load and download 3 dictations.  Wait until all 3 dictations are downloaded prior to pressing “F2” to play the dictation.  Once downloaded, press “F2” and follow the directions.

If you have any problems, please contact your transcription company representative or Emdat’s Help Desk (number below).

E-TRAIN LESSON SUMMARIES:
File 1 – InScribe Basics

· Playing a Dictation

· General Screen Navigation Information 
· Patient Look-Up in the Demographic Section
· Complete a Job and Deliver it
File 2 – Document Templates

· Document Templates for Document Types

· Bracketed Template Fields
· Preview with Template
File 3 – Associates & Authenticators

· Creating, Adding or Editing an Associate
· Carbon Copy
· Adding an Additional Authenticator
File 4 – Demographics & Dictation Templates

· Advanced Features in Demographic Section

· Selecting an Appointment

· Dictator Appointment Listing

· Demographic Fields Section
· Adding or Editing Patient Information
· Review of Template Menu Options 
· Get Dictation Template 7

File 5 – Review Transcription Menu Options

· Completing a Transcription

· Mark for QA

· Get Prior Transcriptions

· Append and Copy Dictation to New Transcription. 9
· AutoText
File 6 – Review Additional Menu Options

· File Menu

· Edit Menu

· View Menu

· Format Menu

· Dictation Menu

· Lists Menu

· Tools Menu

· Options Menu

· Jump Menu

File 7 – Options Menu – In-Depth 
· Review of Features 

· Set Date/Time 
· Change Password

· Set Actions
File 8 – Ratings & Feedback / Completing & Closing

· QA Rating

· Feedback 
· Completing Jobs
· Exiting InScribe 17


