The Engine That Powers Medical Transcription

QA Ratings & Feedback

User’s Guide

November 6, 2013

ONLINE SUPPORT emdat.com/emdatsupport.ntm PHONE SUPPORT 608 270-6400 ext. 1




Table of Contents

TADIE OF CONTENTS ...ttt ettt ettt e sttt e bt e s st e s bt e e sube e s be e e anteesabeeesabeesabeeenteesabeeebeeesnseesanenesabeesn i
T (o o [V Tt o] o HA TP P RO PRSPPI URUSPPPTOT 1
SETUD OVEIVIEW ..viiiiiiiiiietitirereeteereeeteeeeeeeeeeeeeeeeeeeeeeee...e.....a...............eeeeeeateeeeeeeeeteesesesnsesesnsenesessseeeeeenememmmemmmmmmme 2
O [ (@] 0 o1 o a - TaTo Y= Tol U5 1 Y A TP 2
1.1 Security to Create @ QA RAtiNG ProZram ....cooii ittt ettt e e e e e s ree e e e s s s e sanes 2

1.2 Security to Create a Pay Modifier & AsSIZN t0 IMT ....cooiciiiiiiiiiieecieee ettt e e aaeee s 2

1.3 Security to Assign QA Rating Program t0 @ CHENt .....ccovciiiiiiiiiie et 3

P = T 1 oY <1 ] o W 1 1 { U ot f o] o Y OO P P PPPPPP PPN 3
2.1 Create QA RAtiNG PrOZramS . ... .. ittt ettt e e ettt e e e e e e sttt et e e e e s e ssabbeeeeesesssaassrsaaeeessssnnnnns 3

2.2 Editing QA Rating PrOZrams ..oiicuiiei e ettt cetee ettt e e s ettee e s etee e e s stae e e e sbaee e s sabeeeeessbeeeeesaseeesesnseeessnnsens 5

2.3 Assign QA Rating Program t0 @ ClIENT. ..o.uuiiiiiiiee ettt e e bee e e aree e e e enres 5

2.4 ENabling Client FEEADACK. ......ci i e e e et e e e s e e s e sbee e s e nnes 5

2.5 (O F Lol VY [ o [} AT gl o oY =4 =T o o 6

2.6 Pay Rate Modifier - ASSIZN 10 @N MT ....coooiiii et e e ee e e e et e e e e e bae e e e e bee e e esareeeeeennees 8

2.7 Apply Rating to Pay - ASSIZN 10 @N MT ......eiiiiiciiie ettt et e et e e et ee e e e b ae e e enreeeeeennees 8
How do Transcriptions SET 10 QUA? ......ceic ittt eete e e et e e e et e e e e tte e e e e abeeeeeaseeeesestaeeeasbeeaeennseeeeennseneeennrenas 10
LU T o Il =T o - o o 1N 10
Ty (VT oI o T gl =T =Te | o T-Tol o] o 1Y 250 PR UPR 10
3.1 RATINES PrOZIam cociiiiiiiiiiiiiieee ettt e ettt e e e e s s sttt e e e e s s s bbbt aeeeeesssssbesaaeeeeessssnsssrsaaeeessenssnssnns 10

3.2 Assign this Rating Program to €ach ClIENt.......c.uiiiiiciiii it srn e 11

33 Create Pay Modifier PrOZram .. ... . ettt et e e s bee e e e ebae e e e sabae e s esabaeeeenareeas 11

3.4 ASSIZN OPLIONS TO IMT..eiiiiiiiiiiiiiiiteeee ettt e e e s s s s bbbt e e e e e s sssabbaaaaeeessssssssbenaaeeesssnssssreaneeess 11

A, ASSIZN OPTIONS IN IMT SETUP . eiiiiiiiiiiiiiitee ettt ettt e e e s s s st et e et e e s ssssssbtaaeeeesssnssssseaaeesssssssnsnnns 11

B.  AsSIZN OPLioNS IN MT POOL. ..ueiiiiiiiecceie ettt e e e rta e e e st e e e e naaeeeesneseeeesnnbaeeens 12

Y AT o o Tl ¥ 11 Y=L 12
4.1 oY {3 e o =4 =T o o PPt 12

4.2 Assign Rating Program tO ClENt ......eeee ittt e e e e e s e e e e e e e e e e e nnrreaeeeas 12

4.3 Create Pay Modifier PrOZIrami........uee ettt ettt ettt e e tte e e e e tte e e e e bte e e e e baee e eebeeaeenareeas 12

4.4 Assigning Pay Modifier Program 0 MT .......coo ittt et e e ette e e e eeate e e e e saraea e eenraeaeeanes 13

4.5 Apply Rating to Pay - ASSIN 10 @ M T .......eiiiiiiie et errrre e e e e s e e rere e e e e e s e nnrreeeee s 13
TRl o o1 TP PPPTOPSPOPRIOS 14
5.  Rating @ Transcription iN INSCIIDE ....ccco o e e e e e e e e e nebae e e e e e e e snnnnnes 14
5.1 RATING PrOCESS. cciiiiiiiiiiiiiiiiiiiieiieeeeeeeeeeeeeeeeeeee ettt e et e ettt e ee e e et et e et ettt e e eee et e eeeeeeeeeeeeeeeeseeeeeeeeeeeeeeeeseeeeeeeseannees 14

5.2 LET QA DBCIAE ...ttt sttt et et et e st st st st b e b e e be e sae e e e e et e r e e nreesreenane e 15

5.3 MT FEEADACK ...ttt st st sttt et e s s s e e e e et e et e e sbeesrnesane e 15

QA Ratings & Feedback Emdat Proprietary Page i



November 4, 2013 QA Ratings & Feedback

5.4 Feedback SUMMArY WINAOW ...ttt e e tree e e e e e e e et re e e e e e s e e s nnnsaeeeeaeeeennnenns 15

QA Ratings & Feedback Emdat Proprietary Page ii



Introduction

QA Ratings & Feedback is a new feature of InCommand 5.6 and InScribe Plus (InScribe version 4.96 and later).
When a transcription is promoted to the next level of QA, the QA staff can record errors on the transcription
while making changes to the transcription. The MT is then provided a “feedback” notice in InScribe. The MT
can:

e View the list of errors and the point values for each error

e Review the original and revised transcription

e Review a marked up copy of the transcription showing what has been deleted, added, and changed

The Quality Score for each transcription is saved in the database.

e When QA1 rates the work of an MT, the MTs Quality Score is logged against the MT.

e If QA1 promotes the transcription to QA2 who then rates it, the Quality Score for QA1s work is logged
again the QA1 staff.

The Ratings feature allows the MT’s per-line-rate to be adjusted based on the MT’s Quality Score. Their rate can
be automatically adjusted up or down based on a Pay Rate Modifier table. An MTSO can set up multiple Pay
Rate Modifier schedules.

QA Ratings & Feedback can also be used to only provide feedback to the MT. With the feedback option, the MT
can see the Original, Revised, and Marked-up copy, with or without using error point values. This simplifies
MTSO operations by replacing the emails to MTs that show examples of the required edits to their work.

QA Ratings & Feedback Emdat Proprietary Page 1
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Setup Overview

1. InCommand Security

Within InCommand, there are 5 functions associated with the QA Ratings & Feedback features, but are

encompassed within three InCommand Security settings.

o (Create a QA Rating Program
e (Create a Pay Modifier Program
o Assign a Feedback Option to an MT
o Assign a QA Rating Pay Modifier to an MT

e Assign a QA Rating Program to a Client (or to a specific Document Type for a Client).

To assign a security role to an InCommand user account, start at the InCommand Maintenance Tab and select
the Transcriptionists sub-tab. Select the MT and click the Edit Setup for <MT> command. In the right-hand

window, open the InCommand Security Roles section by
clicking on the section name.

1.1 Security to Create a QA Rating Program
Turn on:

o Maintenance Tab,
® Transcriptionist Sub-Tab, and
® Modify Transcriptionist Setup.

This InCommand user can only create a new QA Rating
Program or edit and existing one. They cannot assign the
QA Rating to a client.

Please note: Giving an InCommand user access to Modify
Transcription Setup also allows them to change any MT’s
setup, including their own.

1.2 Security to Create a Pay Modifier & Assign to MT

Turn on:

® Maintenance Tab,

® Transcriptionist Sub-Tab,

e Modify Transcriptionist Setup, and
® Transcriptionist Rates.

This InCommand user can now create or edit a Pay
Modifier, assign the Pay Modifier to any MT in the
organization, and assign whether the Pay Modifier applies
to all, none, or only QA-specified transcriptions.

Please note: Allowing QA to specify whether the Rating
should be used to adjust pay is a feature to address certain
MTSO processes. At some MTSOs, all MTs send any
transcriptions with an Associate to QA to have QA add the
associate. The settings here allow the QA staff to perform

Maintenance Tab
Hoo [[] MTSD Defaults and Contacts Sub-Tab
- [ clients Sub-Tab
- [] client Administrator
fo [F] Medify Clients
- [[] client Rates
e [] Outsource Work Sub-Tab
Hoan [[] Outsource Rates
. Transcriptionist Sub-Tab
R D Transcriptionist Administrator
e Modify Transcriptionist Setup

- [[] Transcriptionist Rates

Maintenance Tab
o [[] MTS0 Defaults and Contacts Sub-Tab
e [[] clients Sub-Tab
Hoan [[] client Administrator
‘. [F] Modify Clients
Hoo [] client Rates
. [] oOutsocurce Work Sub-Tab
- [[] Outsource Rates
e Transcriptionist Sub-Tab
B [[] Transcriptionist Administrator
e Modify Transcriptionist Setup

fu Transcriptionist Rates

their function but not have the transcription included in the MT Pay Modifier calculation.

QA Ratings & Feedback
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1.3 Security to Assign QA Rating Program to a Client

Turn on:

Maintenance Tab

® Maintenance Tab :
! “ [] MTSOD Defaults and Contacts Sub-Tab

® Clients Sub-Tab, and S ——
------ ients Sub-Ta

® Modify Clients. ‘[ Client Administrator

The InCommand User can now use the Edit Relationships in fo Modify Clients
the Clients sub-tab under Maintenance Tab. They have L [] Client Rates
access to the QA Information and QA Program sections, but
do not have access to the Rate Information section.

2. Basic Setup Instructions

2.1 Create QA Rating Programs

A Rating Program is the list of error types that are going to be tracked and the point value for each error. Rating
Programs are created at the MTSO level and then assigned to specific clients. That way, the same program can
be used across multiple clients to consistently measure the MTs Quality Rating. A QA Rating Program can also
be created and assigned to a client’s specific document type to satisfy the client’s special requirements.

In InCommand, go to the Maintenance Tab. Select Advanced Maintenance Advanced Maintenance -~

> QA Ratings > Programs. [£]] Contacts

24, Community
QA Ratings » Programs

(R Pay Modifiers

In the QA Ratings Program list, click the Add New Program link. Daliain a- Progh

—

[7] Show Inactive Programs

iﬂi Add New Program

e C(lick Yes to start with the Emdat £ Information -- Webpage Dialog
Default Program. It is based on the Clohe ERdat e oo ian
AAMT Best Practices for Measuring @ Do you want to start with a copy of the Emdat Default Program?
Quality in Medical Transcription
(March 2005) standard.

e Orclick No to start with a blank program.

QA Ratings & Feedback Emdat Proprietary Page 3
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Starting with the Emdat Default Program, looks as follows:

Add New QA Ratings Program E

Program Name |I33rE|w,-r Trans Std | *

Program Description |Stan|:|ar|:| QA Rating program for Gray Trans Clients |

Program Active

Medical Word Misuse Critical M Active @ P @ %
Omitted Dictation Critical 3 o] Active * 7 7 K
Abuse of Flagging/Blanks Major 2 A Active &* ¥ @ %
Downgrade of Major Major 1.5 [n] Active & ¥ ﬁ‘ %
Grammer/Formatting Minor 0.5 G Active &* ¥ @ %
Critical Dictator Effect Dictator Effect 1 Active * 7 7 K

| - W -

[T Show Inactive Ratings

Program Name - add a name for the Program. This name will be in the Program list when you assign it
to a client.

Program Description - A place to add more descriptive information. It only shows on this screen.

Program Active - Leave this checked. Uncheck in the future to inactivate this Rating Program.

Go to the entry area at the bottom of the list to add a new Rating.

[New Error Rating -| Critical - -m

o

O

Enter a Rating Name in the Rating Description Column.

In the category drop down box, select Critical, Major, Minor, or Dictator.
o Please note, these four categories cannot be changed.

Enter an Error Value.

o Error values are expected to be between zero (0) and three (3), inclusive. If you enter a value
greater than three, you will get a message asking if you want to proceed.

Click the Arrow Key next to the Shortcut box and select a shortcut key.

o Shortcuts allow the QA person a quick way to record an error and save them time.
o You can assign the same shortcut key to more than one Error Rating.

o Oryou can leave the shortcut as None.

Leave the status as Active.

Click the Plus command button. El

The New Error Rating will move to the bottom position of the category you selected.

@& T

Use the Up or Down Arrow buttons to move a Rating within a category. These will not allow you to
move a rating to a different Category.

Use the Edit Rating button to edit the Rating Description, Category, Point Value, Shortcut, or Active
status of a rating.

QA Ratings & Feedback Emdat Proprietary Page 4
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32| Use the Delete button to completely remove the Rating.

Special Note:

Ratings to the last time you Saved them.

Click the Save button to save your Rating Program.

2.2 Editing QA Rating Programs

After a Rating Program has been created, you can edit it by using the Edit
Selected Program command in the QA Rating Programs screen.

You can start a new program with a copy of an existing program by using
the Copy Selected Program command.

View Clients on Selected Program - produces a list of the clients and
their document types that are assigned to the selected Rating Program. It
also gives a notice if any document types are assigned to other Rating
Programs.

2.3 Assign QA Rating Program to a Client.
In InCommand, select the Maintenance Tab and then the Client sub-tab.

With the Client Selected, click the Edit Relationship with <Client>
Command.

In the Edit Relationship screen, open the QA Program section.

Client Default Program - select the
correct Rating Program from the

drop-down box.
Client Default Program

If you make a mistake while adding or editing ratings, click the Reset Button. It will restore the

QA Ratings Programs

Gray Trans Std

[] Show Inactive Programs
iii Add New Program

@ Edit Selected Program
[h Copy Selected Program

Eﬂ View Clients On Selected Program

QARF - QA Client Name

[T Show Inactive Relationships
[T Show Inactive Clients

iﬂi Add New Client Wizard
[£5] Edit Relationship with QARF

[ oaprogam

Gray Trans Std -

Selected Document Types Programs -
Selected Document Types Programs

Check this check-box if you need to

assign different Rating Programs to
specific document types. A new

Chart Note « _ Special QA Program JRd __

section will appear where you can

select the document type and the Rating Program. Click on the Plus button. E

Click the Save button to save the Rating Program for this Client.

24 Enabling Client Feedback

= Relationship Setup

&l

In addition to QA feedback for an MT, you can also Status Levels [Transcribed only[v]
setup the ability for the transcriptionist to see the P I IR O O e i
changes made by the client’s users. This will cause . =

. N . Mark Text from Prior Transcriptions as QT O
edits within InQuiry to generate a new feedback
item with the “Client Version” tab in the MT’s Enable Retricwe and Carreck

@nable Client Feedback )

QA Ratings & Feedback Emdat Proprietary Page 5
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feedback. Only the most recent client version is shown for the TID.
In InCommand, select the Maintenance Tab and then the Client sub-tab.

With the Client Selected, click the Edit Relationship with <Client> Command.

In the Edit Relationship screen, open the Relationship Setup section.

Enable Client Feedback — check this box.

25 Create Pay Modifier Program
A Pay Modifier Program is the tool to adjust the MT’s pay automatically based on their quality performance.

Note: In order to use the Feedback option alone, a Pay Modifier Program must be created although it would be
set up to not make any pay modifications. That is, for a Rating of 0% to 100%, it would modify the pay by $0.00

per line. Advanced Maintenance -
|&.] Contacts
In InCommand: 3% Community
QA Ratings  » |2 Programs
e Go to the Maintenance Tab. ™ Pay Modifiers

e Navigate to Advanced Maintenance > QA Ratings > Pay Modifiers.

On the QA Pay Rate Modifier window: QA Pay Rate Modifiers
Create QA Rate Modifier programs to use

e Click the Add New Pay Rate Modifier command. thell by poitrmg e B0 (RknalE T

[7] show Inactive Maodifiers
iii Add New Pay Rate Modifier

In the Add QA Pay Rate Modifiers window:

e Name - enter a name for the Pay Add QA Pay Rate Modifiers a
Rate Modifier. Nagac | |
Modifier Active

e Modifier Active - Leave this
checked. Uncheck in the future to
make this inactive.

0 E)

0%

When the quality of a transcription meets or exceeds

oo smoanersr o T

The system automatically helps you build
a Pay Modifier Rate table. It effectively starts out with a range of 0% to 100% with a modifier of $0.00.
(Technically the range is greater than or equal to 0% and less than or equal to 100%.)

If we want to add a range of 99% to 100% with a pay modifier of plus $0.005, then we would add 99 to the
“When the quality of a transcription meets or exceeds” box and 0.005 to the “Apply a modifier of” box and click
the Add button.

The Pay Modifier Table | = T = e =
now looks like: 099% .005 2 &
0% 0 B2

The system added the range you specified and automatically adjusted the low end of the range to reflect 0% to
99%; still with a modifier of $0.00.

QA Ratings & Feedback Emdat Proprietary Page 6



November 4, 2013 QA Ratings & Feedback

To create this range with pay adjust amount: Enter these values into:
2 . = . When the quality of a
Low End High End Adjust Pay transcription meets or exceeds Apply a modifier of
98% 99% 0.00 98 0
97% 98% -0.005 97 -.005
96% 97% -0.01 96 -.01
Our Pay Modifier Program now looks like:
[ oo | vedte oo ]
099% .005 & %
98% 0 & 52
97% -.005 & %
96% -.01 & &
0% 0 &
QA Ratings & Feedback Emdat Proprietary Page 7
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The system has added in the new ranges. However, the 0% line (0% to 96%) is most likely wrong as the pay rate
hasn’t changed for Quality Scores below 96%.

Click the Edit Pay Modifier button on the 0% line.
[

Enter the amount into the Modifier
box.

0% &

4

Click the Save Modifier button.

Click the Save button to save the Pay Modifier Program.

Special Note:

32| Use the Delete button to completely remove a range.

If you make a mistake, click the Reset Button. It will restore the Pay Modifiers to the last time
you saved them.

= reset

With a Pay Rate Modifier schedule created, the system now provides an
Edit Selected Pay Rate Modifier command in the Pay Rate Modifier
window to make modifications in the future.

[7] show Inactive Maodifiers
igi Add New Pay Rate Modifier
|ﬁ Edit Selected Pay Rate Modifier

2.6 Pay Rate Modifier - Assign to an MT
The Pay Rate Modifier is assigned to the MT in their Setup options. An MT can only have one Pay Rate Modifier

program assigned.
e InInCommand, select the Maintenance Tab.
e Select the Transcriptionist sub-tab. Base Rate H so.08 |
e Select the MT and click the Edit Setup for <MT> command. | stat rate H$
e In the Default Rate Options section, click the drop-down box Qualified Text Rate ”$

next to QA Rating Pay Modifier and select the Pay Rate
Modifier Program.

None |
. Apply Ratings to Pay ‘ Std Pay Adijust |
e Click the save button.

Please Note: In order for an MT to receive QA Feedback, the MT must
have a Pay Rate Modifier assigned; although the assigned Modifier may be $0.00 for QA Ratings of 0 to 100%.

QA Rating Pay Modifier ‘ — -

2.7 Apply Rating to Pay - Assign to an MT

While the Pay Rate Modifier program determines how an MT’s pay is changed, the Apply Rating to Pay field
determines when the Modifier program is used. There are three options:
e No - QA Ratings are never used to adjust pay.
o Thisis the default option when a new MT Account is created.
e Yes - QA Ratings from all transcription that are rated are used to adjust pay.

QA Ratings & Feedback Emdat Proprietary Page 8
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Let QA Decide - The only QA Ratings used to adjust pay are those chosen by the QA staff during their

Rating process while in InScribe.

The settings for this option are at two levels.

First, this option should be defined in the MT Setup. This doesn’t affect anything directly. It is only used when a
new MT Pool is created for this MT. This option is copied to the MT Pool settings.

In InCommand, go to the Maintenance Tab.
Select the Transcriptionist sub-tab.
Select the MT and click the Edit Setup for <MT>

command.
Open the Default Rate Options section.

Click the drop down box next to Apply Ratings to
Pay and select an option.

Base Rate [Eorr—
lsea |
Qualified Text Rate H$|:|

QA Rating Pay Modifier ” Std Pay Adjust

Apply Ratings to Pay || No -

Yes
ILet QA Decide

The second level is in the MT Pools. The Apply Ratings to Pay option has to be set for each client that the MT
types for. This allows pay to be adjusted for specific client’s based on QA Ratings for only that client’s
transcriptions.

In InCommand, go to the Maintenance Tab.

Select the Transcriptionist sub-tab.

Select the MT and click the Modify Clients and Pools

Modify Clients and Pools For Transcriptionist

“#. Show Transcriptionist Jobs

The transcriptionist currently types for the following clients:

for <MT> command.
On the right-hand window:
o Select the client from the top box.

o Click the Manage Client <name> Options
command.

Open the Payment Options section.

Click the drop down arrow next to Apply Ratings to
Pay.

Select an option.
Click the Save button.

Note: You must have a Pay Rate Modifier Program selected in
the MT’s setup in order to change this Apply Ratings to Pay
option. Otherwise, the field is grayed out and cannot be
changed.

}‘LF. Manage Client QARF Options (Pay, Access, etc.)

Base Rate ”$
Use 65 Character Line Count ”
Stat Rate H$
Enable Payment for Qualified Text || [

Qualified Text Rate

Apply Ratings to Pay

Yes
Let QA Decide

QA Ratings & Feedback
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How do Transcriptions get to QA?

The QA Ratings and Feedback feature is only supported for transcriptions prior to being delivered to the client.
Transcriptions get sent to QA in one of two methods.

. . . Transcription  Template Lists Tools Options Jump h.
First, the MT can send it to QA from InScribe. - :
Additional Actions L
e From InScribe, select the Transcription Menu, then the | 2 complete (Done) Crls0
Mark for QA command. Mark for QA Cirl+Q
Mark for Review Ctrl+W
[ < >+ .
Or use the <Ctrl>+Q shortcut = MNext Transcription Shift+ Ctrl+Enter
Upload Completed Transcriptions Alt+U

Or you can program the system to send a percentage of transcriptions to QA.
e From the MTSO Maintenance Tab, select the Transcriptionists sub-tab.

e Select the MT from the box and click the Modify Clients and Pools for <MT> command.

e Inthe right-hand window, select the MT Pool (lower box)
and click the Edit Pool command. o e [
e Inthe Edit Pool for Transcriptionist window, change: ‘.. QA Percent 100% =

o Uncheck QA optional.
o In QA Percentage, select the percent of transcriptions to go to QA.

Setup Scenarios

3. Setup for Feedback only.

MTSOs provide feedback to their MTs in order to improve the MT’s skill set. This typically involves:

e Copying the original transcription into a MS Word document,

e  Putting the Word document into Review Mode,

e Making the same changes to the Word document as in the transcription, and then
e Emailing the marked-up Word document to the MT.

The Feedback portion of the QA Ratings & Feedback enhancement allows this to be done in a more efficient
manner.

3.1 Ratings Program

Create a Ratings Program with one minor Rating called “Feedback Only” and zero (0) Error Value.

e Enter MTSO Maintenance. Add New QA Ratings Program
e Select Advance Maintenance > QA [Program Name Feedback only | i
Ratings > Programs Program Description |fur use in Feedback Only |
e C(Click Add New Program command Program Active
e Save.
Feedback Minor o F Active
I Y critical < Pinene «lacive ~]

QA Ratings & Feedback Emdat Proprietary Page 10
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3.2 Assign this Rating Program to each Client
e From MTSO Maintenance Tab, select the Clients sub tab.
e Select the client from the box.
o Click Edit Relationship with <Client> | Edit Relationship With QARF
command. + QA Information
 Inthe QA Program Section, set the Client
Default Program to “Feedback Only”;
the Rating program you created in the Client Default Program Feedback Only -
previous Step' Selected Document Types Programs D
e Save.
3.3 Create Pay Modifier Program
e From MTSO Maintenance Tab, select Advance Maintenance sub tab.
e Select QA Ratings from drop-down menu, then Pay Modifier.
e Click Add New Pay Rate Modifier command.
® !}lame the Progr’:’:\m Add QA Pay Rate Modifiers E_l
Feedback Only . Name ||Feedbac|-c Only Rate Modifier | |
Leave the modifier at 2 -
. Modifier Active
zero (0) for ratings of
% 0 100%.
0% to 100% ﬁl
e Save.
3.4 Assign Options to MT
This includes:
e Assign QA Rating Pay Modifier in User setup. (Technically, this is optional. However, this setting gets
used when new MT Pools are created.)
e Set Apply Ratings to Pay feature to NO. This means that no Ratings from Feedback are used to adjust
pay.
e Assign QA Rating Pay Modifier in MT Pools for each client.
A. Assign Options in MT Setup:

From MTSO Maintenance Tab, select the Transcriptionist sub-tab.

Select the MT from the Box and click the Edit Setup
for <MT> command.

Open Default Rate Options.

Set QA Ratings Pay Modifier to Feedback Only Rate i oo so.08 |

Modifier. Stat Rate s0.08 |

Set Apply Ratings to Pay to No. e s0.02 |

Save FA Rating Pay Modifier ,I
|J\p|:|lv Ratings to Pay No - |

QA Ratings & Feedback Emdat Proprietary Page 11
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B. Assign Options In MT Pool.

e  From MTSO Maintenance Tab, select the Transcriptionist sub-tab.

e Select the MT from the Box and click the Modify Clients and Pools for <MT> command.

e In the Modify Clients and Pools window (right side of = payment options |
screen), select the client from the top box and click Manage
Client <Client> Options command. E L fooi |

e Open the Payments Section. T W S

e Set the Apply Ratings to Pay to No. Stat Rate do1 |

e Save. Enable Payment for Qualified Text|| [

Qualified Text Rate H$|:|
|App|\,r Ratings to Pay || N0 | {

4. Setup for Ratings

Set up to track ratings is similar to that for Feedback only; with only a few minor changes.

4.1 Ratings Program

The heart of measuring ratings is a Ratings program. The major question is what should the rating items be. To
assist you, Emdat can provide you a Default Program which is based on the AAMT Best Practices for Measuring
Quality in Medical Transcription (March 2005) recommendation.

This standard provides 19 pre-defined Ratings. You can adjust their point value, remove rating items or add new

& | Information -- Webpage Dialog @

Clone Emdat Default Program

@ Do you want to start with a copy of the Emdat Default Program?

rating items. Details on creating a Program are provided in Section 2.

4.2 Assign Rating Program to Client

One of the two requirements for a MTs work to be rated, is that the client on the transcription must have a
rating program. To rate every transcription performed by the MT, every client must have a Rating Program. To
provide consistent ratings to your medical transcription staff, you should consider having one QA Rating

Program that is assign to every client.

Details on Assigning the Rating Program to a client are

provided in Section 2.3. FlicBt D witfoglsim -
Selected Document Types Programs m

4.3 Create Pay Modifier Program
Whether or not you use QA Ratings to adjust the MTs pay, you will need to create a Pay Modifier Program.

Details on creating and modifying a Pay Modifier Edit QA Pay Rate Modifiers
Program are provided in Section 2.4. - btd Pay Adjust
Modifier Active

99% 0.005 %
98% 0 @ %
97% -0.005 2 3%
96% -0.01 2 %
0% -0.02 B3

QA Ratings & Feedback Emdat Proprietary Page 12
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4.4 Assigning Pay Modifier Program to MT
The Pay Modifier Program is assigned to the MT in their User setup. DefaUlt Rate Options

Only one Pay Modifier can be assigned.
0.08
Details on the steps to assign the Pay Modifier program to the MT are i
provided in Section 2.5 $0.09
5.02
None -
Std Pay Adjust
4.5 Apply Rating to Pay - Assign to an MT Second Test

The Pay Rate Modifier assigned to the MT determines how an MT’s pay is changed. The Apply Rating to Pay
field determines when the Modifier program is used. There are three options:

e No - QA Ratings are never used to adjust pay.
e Yes - QA Ratings are always used to adjust pay.

e Let QA Decide - Only ratings selected by the QA staff during their Rating process are used.

The last selection allows QA to determine which transcriptions sent to QA should affect pay. For example, some
MTSOs have their MTs send all transcriptions to QA when an Associate is dictated. This way, the QA staff
performs the required research and maintains the Associate database. Even though changes are made to these
transcriptions, the QA can choose to not include these transcriptions in the calculations to adjust pay.

A special note should be made here. In our example, the MT sends the transcription to QA who adds

the Associate. But QA didn’t assign any errors to the transcription. As such, the transcription is rated at
100%.

If this transcription is used in the calculation to adjust pay, the 100% ratings will increase the average
rating which may cause to MT pay to be increased if the Pay Modifier Program pays more for high Rating
results.

The Apply Rating to Pay selection must be assigned to each pool for the MT. Details on this assignment process
are included in Section 2.6.
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InScribe

5. Rating a Transcription in InScribe

QA Ratings & Feedback requires InScribe Plus, version 4.96

or later.

e The typist can use earlier versions of InScribe, but
will not be able to see their Ratings nor Feedback.

e The Rater (QA staff) is required to have InScribe
Plus in order to add ratings.

If QA Ratings & Feedback is set, the QA staff will see the
Rating tab in InScribe.

The Ratings tab shares the same window as the
Transcription Info tab. While you can use your mouse to
click on the Ratings tab, the most efficient way is to use
the <Ctrl>+R shortcut.

This jumps to the Rating Tab showing all the Ratings.

5.1 Rating Process

() (=) (= (0 () ()

Fieldz Play Rew'd FF CC Copy Done Mark | Save Text Po
® o HzE Tran# 7033292 Chart Recer
Tran# 7033293 Chart Receiv
MRM:
123-45-67
Pt Name Gender: FTranscription Status: Client: ¢
John Fatient M
DOB:| 1/ 6/2007 [k B PB| v o x
Appt Dt:|  1/12/2010 BB I Us E=E=
Dict Date:| 1/12/2010 [Elhg
Order #: Chief Complaint:

() (=) | () (e (2

Clinician: ’McKinnev M.D., James R.

,] 3-year-old well child vist.

Doc Type: [Char‘t Naote

_ ] Identification Data:

Location: [ Fitchburg

v] This is a 30-year-old here

Pat Letter: [

U-Field 1:
U-Field 2:
U-Field 3:
U-Field 4:
U-Field 5:

4 Info ,-{ Fatings /

History of Present Iline:
Child is doine verv well T

Carbon Cupies:l dE X

In our transcription example, the word “visit” is misspelled in the first full sentence. The process to correct this

and add an English Word Misspelling error is:

1. Inthe Typing Window, delete “vist”.

Type “visit”.

Key <Ctrl>+R to jump to Ratings Tab.
Key “E” to select English Word Misspelling.

Key “Enter” to add an Error Identification marker.

Key “Enter” to jump to the Comment area.

vk W

Type comment and key “Enter” to jump to Typing
area.
The cursor is returned to the typing window, back to

where you jumped from.

Notes:

1. Shortcut keys are assigned when creating the Rating
Program. See Section 2.1 for more details.

Critical |
. . | 2.
- Medical Word Misuse (W)
- Omitted Dictation (O)

- Patient ID Error (F)

- Upgrade of Major or Minor {U)

Major

- Abuse of Flagging/Blanks (&)

- Medical Word Misspelling (W)

- English Word Misspelling (E)
.. 00 Error Identified

- Incorrect Verbiage (V)

- Failure to Flag (F)

—N8 B I U &

) |

- Protocol Failure (P)

- Upgrade of Minor Error (U)

- Downgrade of Major Error (D)
Minor

- Grammar/Formatting (G)

- Miscellaneous/Other (M)

.

ranscription Status: Client: Q

@ PB| x3

L

Chief Complaint: '
3-year-old well child visit"

Identification Data:
This is a 30-vear-old here:

Historv of Present Ilines

Comment:
Misspelled visit as vist

Carbon Cupies:| dE X

2. Ashortcut key may be assigned to more than one Rating. In our example, W is the shortcut key for Medical
Word Misuse in the Critical Category and for Medical Word Misuse in the Major Category.

e Key W once will take you to the first Rating.
e Keying W twice will take you to the second.

o If Wis keyed a third time, it will take you back to the first.

QA Ratings & Feedback
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3. Comments are not required. After identifying a new error, you can simply press Enter a second time to
bypass the comment and return to the transcription.

4. To correct the misspelling, we could have place the cursor between “s” and “t” of “visit” and typed “i”. We
don’t have to delete the entire work and type a new word.

5. The QA staff can return to the Demographic panel by clicking on the Info tab at the bottom, or by pressing
the <Alt>+1I shortcut key.
5.2 Let QA Decide

The Apply Ratings to Pay field determines when a rating is used to adjust an MT'’s pay. ltis set in the MT Pool >
Manage Client Options > Payment Options section.

There is a “Feedback Only” checkbox below the Comments area on the Rating Tab.

e |f the Apply Ratings to Pay is set to “Yes” or “No”, this option cannot
be changed.
e If the Apply Ratings to Pay is set to “Let QA Decide”, the QA staff can
|| Feedback only (net graded)

check this option, which would then cause the specific transcription to | g} patings /
be ignored in any Pay Rate adjustment based on rating performance.

Comment:

5.3 MT Feedback

U-Field 5:
When an MT has new feedback, they will see a notice in the lower left -

corner of InScribe. lnfo f I

Click on the link to go to the Feedback Summary Window.

| 1 new feedback item.

Reauy:

An MT can also access their feedback, including previously viewed items, by File Edit View Format Dictation Tra

selecting “View QA Feedback” from the File menu. Id Transcription Log... Shift+Ctrl+0
\'a Test Internet Connection
[-= Explore My Personal InScribe Folder

View QA Feedback Ctrl+Alk+Q

5.4 Feedback Summary Window

The Feedback Summary Window opens within InScribe.

Back
Feedback: 1, 1 New M4 Page[l oft [ kO @

| | Document Type | TranscriptionID | Client | Clinician | DateTranscribed | FeedbackType | Modified | Rating |
2 | (V]| | [v] [v] | [v] v]

2 John
| TrnChart 3673886 % —
=l AEMTR Orientation16, M.D.

10/28/2013 L. FromQa [ Yes 72 %

Qﬁ complete selected Qﬁ complete all [] autocomplete unmodified feedback

e Sorting - click on any column name to sort of the values for that column in ascending order. Click again
for descending order.

e Filtering - Use the fields under any column name and type or select a value. The resulting list will only
show transcriptions with that value.

e Use the Clear Fields button to reset your view and show all feedback items that might be hidden. | @,

e After reviewing your feedback, check the checkbox to the left of the transcription and click the

Complete Selected button. This will remove the checked transcriptions from the list. Use Complete All if
you would like to remove all feedback items. < complete selcted B complte
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e Auto Complete Unmodified Feedback - Turn on to skip feedback for transcriptions where the body has
not been modified by QA. (Such as those that only go to QA to add | [ autocomplete unmodified feedback
associates)

e Records with Bold text haven’t been reviewed and are “New”. Records not in bold have been previously
opened.

Click on the transcription record. The transcription will open at the bottom of the Window.

i Patient ID: 9000006 Error: & complete
l Patient Name: Cory Jones Category:
| Appointment Date: 10/15/2002 Dictation Position: B 0:00/19:46 |

i‘lranscrlpﬂon Comment: Error Comment: YL We = %
[

Errors Identified QA Version | Chent Version My Version | Score Card l
} & Major show changes
| @ Minor
| @ ODictator Effect This 1s a test template. All

\
\ Cory Jones 1s an 48-year old male who presented with a severe headache on 10/18/2002.

This 15 a {F }sample of a multiple {F} drop down list. Wherever the list appears, the value
selected will be entered. I will place the list here Option #1. ol

1

Errors are identified based on their categories. Expand the error categories to

B Critical

see individual error codes. : —

E Major

Fralich Ward Micenallina

When a specific error code is selected, additional Error Details appear
which include: Error Details

Error: Grammary Formatting
e The type of error code identified. Category: Minor
Dictation Position: 00:00

e The Category of the error code.
Changed from UPPER to
Error Comment:

e The time in the audio file that the error was identified. fower case.
e Additional comments about the error made by the QA person.
If you have “Show Changes” turned Q Version | My Version | Score Card |
off in the QA Version tab, then clicking | @ winor ;D - mangesg
on an individual error code will
highlight in blue the text that was This s e« D)
changed.

Clicking on the Dictation Position value in the Error Details will take you to that time
within the audio file. Additional playback controls allow you to play the dictation
while viewing the transcription (You must have Microsoft Silverlight installed).

There is currently no foot pedal support within feedback. U o:a7/11is2

W) —{]— d
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The transcription text section defaults to the “QA Version” tab. QA Version

Toggle between the QA finalized version and the changes mark-up version with the “Show [ show changes
Changes” checkbox.

If Show Changes is checked, the markup is in this format:

e Deleted items are erossed-outand-inred.

e New items are underlined and in blue.

e Items with formatting changes are enclosed between formatting (‘{F}’) markers.

Please note, this marked up version is calculated, not a copy of what actually happened. For example, if QA
deleted “vissit” and typed “visited”, the Changed version would show “vissited”.

To see your original typing of the transcription text, use the “My Version” tab. My Version
For Feedback that has been sent by the Client, use the “Client Version” tab. Client Version

Note — The “Show Changes” checkbox exists in the “Client Version” tab and behaves the I
same as the “QA Version” tab.

Use the “Score Card” tab to see the summary of errors and their point deductions. Score Card
In addition to basic details of the transcription, the score card includes these columns:
[ ] ERROR - All Error Categories QA Version My Version Score Card
and Error Codes within this 2 print
QA Program_ Transcriptionist: R Grading MT Initials: rsl
Transcription ID: 85519632 Date Reviewed: 10/28/2013 12:57:23 PM
° ERRORS RECORDED - The Transcription Lines: 0 Date Transcribed: 10/28/2013 12:50:55 PM
number of occurrences for ERROR ERRORS RECORDED POINTS DEDUCTION
the Error within this e
. Medical Word Misuse - (3.00) 0.00
transcription. Omitted Dictation - (3.00) 0.00
Patient ID Error - (3.00) 0.00
® POINTS - The number Of Upgrade of Major or Minor - (3.00) 0.00
points deducted for each Totals for Critical - 0.00
occurrence of the Error for Major
Abuse of Flagging/Blanks - (2.00) 0.00

this QA Program.
e DEDUCTION — The number of points deducted for this Error within this transcription. This is equal to
“Errors Recorded” multiplied by “Points”.

e The Final Score for the transcription is located at the bottom of the Score
Card. This is calculated based on the number of points deducted and the
number of lines of the transcription.

Totals for Document 0.00
FINAL SCORE 100 %

The score card can be printed with the Print button. IB] print

In addition to completing Feedback items with “Complete Selected” and
“Complete All”, you can also use the Complete Button above the audio playback &7 complete
to finalize the individual Feedback Item opened.

ILf 0:00/0:00
M) (44) (k) (H) (M ] &
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