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Introduction

The ShadowsScribe Il editor is used for transcribing or editing clinicians using the Emdat ShadowScribe system. This is a
new editor built into InScribe which can support both structured and unstructured transcription. Structured
transcription is used with voice recognition or with clients who require a section level interface with an external
electronic medical record, unstructured is what is used for straight typing without voice recognition. This guide focuses
on using the ShadowScribe |l editor for voice recognition with structured transcription.

From the MT perspective, the ShadowScribe Il editor has features designed to improve typing efficiency, which can be
achieved through the use of shortcuts and automated formatting. For example, it is unnecessary to apply style
formatting to the section headings such as bolding, or have to format client ABC’s text so it’s placed two spaces after the
section heading while client XYZ wants their text to start under the section heading. The ShadowScribe system performs
these tasks automatically when the job is delivered. For those clients that use standardized sections, MTs pull up a drop
down list of predefined sections, type only a few characters to select one of the titles and use the enter key to insert the
title into the transcription. It is features like these that will help the MT work more efficiently in the transcription
process while working on a structured client or preparing for the editing process.

NOTE: This guide assumes your shortcut profile is setup to use the VR-Enhanced Shortcuts and will refer to these
shortcuts throughout. To make sure you are using these shortcuts go to the Options Menu, select InScribe shortcut
keys, and make sure the VR: Use VR-Enhanced shortcuts is checked.
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Brief Overview of How ShadowScribe Works

When a clinician begins dictating on ShadowScribe, the system starts in training mode building a speech model. This
profile contains information on the audio file such as sound quality (of the audio and speaking environment), and the
unique speaking patterns of the clinician. Each time the clinician dictates, this information is processed and added to
the model. After a period of time the model is completed and the system is ready to convert dictations into transcribed
“draft documents” for an Editor (MTE) to correct. The amount of time this process takes depends on clinician dictation
volume and number of jobs processed. On average, a clinician can be trained after processing at least 50 jobs and 90
minutes of audio.

NOTE: Not all dictations will necessarily qualify to become draft documents. Some clinicians’ jobs, even if they are fully
trained, can still go to transcription. This can happen if the ShadowScribe system determines it cannot transcribe the
dictation. For example, someone different could accidently be using the clinician’s ID for their dictation, or the clinician
could have a cold, or, or speaking in a noisy environment, etc. Dictations can also go to transcription if they do not meet
the speech engine threshold.

Transcribing in the ShadowScribe Il Editor

The ShadowsScribe Il editor, is the tool used to create transcriptions for the ShadowScribe system and the client. Itis a
new editor within InScribe that can support both structured and unstructured transcription. Structured transcription
consists of section titles or headings with associated transcription text. For example, History of Present Iliness is a
structured section title with specific text about the patient’s medical history. These headings are paired with numeric
codes that can be used to automatically populate an external electronic medical record (EMR) at the section and
discrete data levels. Unstructured transcription is what many of you do today, straight typing what you hear into the
editor. While unstructured can also be used to populate EMR’s, it can’t be used to populate specific sections and
discrete data.

Figure 1 shows the structured editor and Figure 2 shows the unstructured editor. Since ShadowScribe works with the
structured editor we will be referring to that editor from this point forward.

Figure 1: Figure 2:
@« xx T 100% - [ER:d X X, o R oT o 100% -
BIUS L =E » BB B-ABITUS L EssE -

) “|| HisTORY OF PRESENTILLNESS: []
History of Present Illness

MEDICATIONS: ]

PHYSICAL EXAMINATION
General: []
Medications Vital Signs: []

Physical Examination

General

Vital Signs
|
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File Edit View Format Dictation Transcription ShadowScribe <@emms + Foot oo Shadowscrlbe Menu

(= (= &= [= = =) o0

Fields CC Copy Mark Text Pool Next

© 0 EHF ; ; .|

Patient ID: TID# 86556566 Consult Loaded at 03:19 PM; Dictated on 11/21/2013 by Rich Doc; Len: 00:05:12; Due: 11/22/2013 10:33 AM; - ||*

[Transcription Status: Client: NDocs
Patient Name: Gender:
o RMOT 100% -
DOB: [Ehg m|
Serv Date: @

&

Dict Date:| 12/13/2013  [E~
Order #:

——— Transcription area

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

ccs: | K & E D %AddlAuth: X+ %Comment:lﬁ%

o/ | | |

When a ShadowsScribe job is loaded, all major InScribe functionality will remain the same with a few changes. First, you
will notice the editor itself. Text is typed into the transcription area illustrated above. As you type, the white space of
the transcription area will expand to make room for the text. Another noticeable change is that most jobs will not have
document templates. Your account manager will determine whether or not a document template will be used. Asyou
transcribe, you will add sections using Ctrl+N and either type out the section title manually or use a section drop down
list to pick the appropriate section as it is spoken. Manually typing it or selecting it from a list will depend on the client’s
requirement. For specific questions related to your section behavior with Ctrl+N, contact your account manager.

Finally, the ShadowScribe menu has additional features for the editor and will only appear when a ShadowScribe job is
selected in your dictation queue.

The Transcription Process Standard vs. Verbatim Sections

As with regular transcription, you will playback the dictation, fill in patient demographics, and begin typing as the
clinician speaks. When a section such as “History of Present Iliness” is spoken, this is your cue to insert a section by
using the Ctrl+N key combination to bring up the Section Properties dialog. After typing a few letters a drop down may

or may not appear. Whether or not a drop down list appears depends on the client requirement to either have a
standardized setup or an as dictated verbatim setup.

In a standardized setup, the client requires specific standard section titles to appear in the final document regardless of
how they were dictated. For example, if the client standard is to always display the “History of Present lliness” section
and Dr. Albert dictates “History” and Dr. Brown dictates “HPI”, because of the standard both doctors will always see
“History of Present lliness” in their final document. So your account manager would setup a list of standard titles that
would appear in a drop down list when you did Ctrl+N. In contrast, an as dictated verbatim setup, the client has strict
verbatim requirements. If Dr. Albert dictates “History” and Dr. Brown dictates “HPI”, this is exactly what should be
returned in the final report. In this case you still need to do Ctrl+N but you would not see a drop down list, you would
just see the section placement marker (see next section for more info) and would manually type out “History” for Dr.

Albert and “HPI” for Dr.Brown. Whether you have a standard or as dictated verbatim setup, after you insert a section
you will always type the content below the section title.
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The same setup is true for subsections as well. If standardized, the clinician speaks a section followed by a subsection,
such as “Physical Exam” followed by “Vital Signs”, this is your cue to insert a section using the Ctrl+N key combination
and then a subsection using the Shift+Ctrl+N key combination. Just like with sections, a pop-up list may appear with all
the possible section names to insert. In contrast if setup is as dictated verbatim, with subsections you’ll do the same
thing but will not get any drop down list and will have to manually type out the subsection title.

One note with subsections you will use Shift+Ctrl+N to insert and move to the subsection level and to insert another
subsection, you’ll use Ctrl+N instead of Shift+Ctrl+N. Will cover this in more detail in the next section.

History of Present | Eem e S

Title Code

Physical Examinati ook || canea |

General % Subsection

Your account manager will decide the setup either standardized or as dictated verbatim from the client requirements.
In some verbatim cases, it may be possible to setup a partial list of the most common section titles that all dictators
speak. So you would get a drop down list of some titles. Your account manager will decide if this is appropriate.

Emdat Proprietary Page 5
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Using Section and Subsection headings lists
Section and Subsection headings are a quick way to insert a dictated section title into the transcription. When used with
a standardized workflow, they save you time and improve efficiency because you do not need to type out the whole
heading. In addition, they do not have to be formatted a certain way. For example, if the client requires all section titles
to appear in bold and upper case this formatting will be automatically applied at time of delivery. For more information
see The Transcription Formatting Rules section of this document.

The illustration below details three main items of the section and subsection heading tool.

9

Content box and
transcription area

Section properties dialog

ritle Code
Allergies (5011)
General (5046) Cancel
HEENT (5045)
History of Present Iliness (S002)
Impression (10005)
Medications (5010) Section/subsection
Past Medical History (5004) 9‘)' heading list
Physical Examination (5013) -
Plan (5038)
Recommendations (5221)
Vital Signs (5014)

1. Content box. This is where you type the text of the transcription. The text can appear alone within the box as

when typing a letter format. In most cases, the text will be associated with corresponding section.

2. Section properties. This is the dialog you see after using Ctrl+N or Shift+Ctrl+N. This is what will display the list
of predefined sections for the current document type, if one is used.

3. Section/Subsection heading list. This is list of predefined sections for the current document type and is setup
by your account manager. The numbers to the right of the name are an internal code used for interfacing at the
section and discrete data levels and can be ignored. If you do not see a list, then your client likely has an as

dictated verbatim setup.

Emdat Proprietary
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Inserting a Section Heading
1. Place your cursor within the content box of the transcription where you want to insert the heading.

2. Use the Ctrl+N key combination to make the section heading list appear.

Section Properties b4

Title Code

| 1

Allergies (5011)

General (5046) Cancel
HEENT (5045)

History of Present Iliness (5002)
Impression (10005)
Medications (5010)

Past Medical History (5004)
Physical Examination (5013)
Plan (5038)

Recommendations (5221)

ital Signs (5014)

3. Select an item by typing the first few letters of the heading. As you type, the word that most closely matches
will highlight.

4. Toinsert the heading, hit the Enter key. Your cursor will be immediately placed below the section heading
where you can begin typing.

Note: if you do not have a list to choose from, you will need to type out the title manually, this is true of subsections

also. Tip: if you have a client that doesn’t use the drop down list, you can add some of the most common sections as
Autotext.

Inserting a Subsection Heading
1. Place your cursor in the content box of the transcription where you want to insert the subsection heading.

2. Use the Shift+Ctrl+N key combination to make the subsection heading list appear.

History of Present | SN

Title Code
The patient is a 70-year-old male | | | with an ejection fraction of around
10%, status post AICD, who 1s cul_| allergies (5011) of a change 1n mental status and
sensation that the AICD fired 2 co | general (5046) Cancel
HEENT (5045)

History of Present Iliness (5002)
Physical Examinatio meression (10005)

Medications (5010)

Past Medical History (5004)

Physical Examination (5013)

Plan {5038}

Recommendations (5221)
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3. Select an item by starting to type the first few letters of the subheading you want. As you type, the word that
most closely matches will highlight.

4. Toinsert the subheading, hit the Enter key. Your cursor will be immediately placed below the subsection
heading where you can begin typing. Also notice that subsections will appear indented.

History of Present Illness

iThe patient 1s a 70-year-old male with past medical history of hypertension. dilated card|
around 10%, status post AICD, who 1s currently living in a nursing home, from where hj
status and sensation that the AICD fired a couple of times.

5. Toinsert additional subheadings use Ctrl+N, not Shift+Ctrl+N. This will insert other subheadings under the main
section.

Each time Shift+Ctrl+N is used it will move down a level in the structured hierarchy and will indent the
subsection. To get back to the main section level, first insert the section you want then you use the “Promote
Subsection to section” Ctrl+, this will take the current subsection and bring it up to the next level. Now anytime
you do Ctrl+N your titles will remain on the same level.

Promote Subsection
1. Place your cursor in the subsection content box you want to promote.
2. Use Ctrl+, (comma) to shift the subsection to the main section level.

Demote Section
1. Place your cursor in the section content box you want to demote.

2. Use Ctrl+. (period) to shift the main section to the subsection level.

Inserting a Red Section

In some cases the clinician will speak a section or subsection that is not in the predefined section list. When this
happens, you will need to manually add the section. When you manually add a section or subsection, the content box
will always appear in red indicating the section added is not part of the predefined list. Be sure to always add the red
section or subsection in initial caps E.g. “History” instead of “HISTORY”. This ensures the ShadowScribe system will apply
the correct formatting when the job is delivered to the client.

New Section

Emdat Proprietary Page 8
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Removing a Section
1. Place your cursor in the section or subsection you wish to remove.

2. Use the Shift+Ctrl+\ key combination to convert the section into text, which will appear within the prior section
content box, select the text and hit delete.

Physical Examination

?Vital Signs

ital Signs conten

Renaming a Section or Subsection
1. Place your cursor within the content box of the section or subsection you wish to rename.

Physical Examination
Lo

2. Use Ctrl+F6 to bring up the section properties dialog and type the name of the new section, or use the type to
find to select a predefined section if available.

History of Presentiiiac=c
The patient is a 70-year-old male | Title Code with

around 10%, status post AICD, wl [New Section| =cauy
status and sensation that the AICI

OK Cancel

Physical Examination

3. Hit Enter to add your new section into the editor.

History of Present lliness

__________________________________________________________________________________________________________

;’I’he patient is a 70-year-old male with past medical history of hypertension, dilated cardiomyopath
:around 10%, status post AICD, who is currently living in a nursing home, from where he was sent
status and sensation that the AICD fired a couple of times.

__________________________________________________________________________________________________________

Emdat Proprietary Page 3
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Moving Between Content Boxes

After adding a section title the content text is added below within the content box. While typing or editing you need an
efficient way to move between content boxes. This is accomplished by the Tab and Shift+Tab features. Tab will move
you to the next content box while Shift+Tab will move you to the prior content box.

Reordering Sections

Sometimes clinicians may not follow the order of the template but it’s still the MT’s responsibility to ensure the content
follows the proper order. There are two ways to achieve this, one, through a system feature called Enforce Section
Ordering and, two, having MTs manually re-arrange the sections in the editor. If the first option is chosen then MTs do
not have to manually re-arrange the sections. This will be taken care of automatically by the system. If this option is
being used, your account manager will have notified you about it. For those accounts that do not use this, we will talk
about option two Reordering sections using Move section up and Move section down.

Moving Sections Up
1. Place your edit cursor in the content box section you want to move.
2. Use Ctrl+Alt+, to move the section up above the prior section.

As you keep using this shortcut the entire section will keep moving above the next prior section.

Moving Sections down
1. Place your edit cursor in the content box section you want to move.
2. Use Ctrl+Alt+. to move the section down below the next section.

As you keep using this shortcut the entire section will keep moving above the next subsequent section.

Using lists

Under certain section headings the dictator may require a list. When lists are added, they will always appear as bullet
points. You should not remove the bullets and manually type numbers unless explicitly instructed by your account
manager. The bullets will be converted into numbers at time of delivery or if you do a preview with template. For more
information see The Transcription Formatting Rules section of this document.

Inserting a List
1. Place your cursor under the appropriate section or subsection.

2. Use the Ctrl+L shortcut key to add a list item.

Allergies

+ Amoxicilin
+ Penicillin
+ Celebrex

As with any bulleted list, you can hit enter after adding the item to automatically start a new list item. You can also
indent or unindent a list item by using the Tab or Shift+Tab key combination. Alternatively, you can use Ctrl+M to
indent and Shift+Ctrl+M to unindent.

Removing a List
1. Place your cursor on the line that has the bullet.

2. Use the Ctrl+L shortcut key to remove the list item. This will remove the bullet point from the sentence.

Emdat Proprietary Page 10
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Using Autotext

Autotext should be used as an efficiency tool and should consist of words, phrases, sentences or paragraphs.

Autotext that contains template formatting or numbered lists should not be used. This is not supported by the
ShadowScribe Il editor and causes issues with the speech engine learning. If you have autotext that has either
formatting or numbered lists, you should have your account manager make this into a ShadowScribe document or
dictation template.

Exampes of autotext that SHOULD NOT be used

1 d & FigsdList ~ Functions + - @ ® 0 4 & FildList ~ Funclions ~ S # =
Mew Save Delete Mew Save Delete |
- B PE » % |E o B PE % |
em ABC - e N ABC [ :
| v Bl 9T [1o0% - - v Bel 91 [q00% -
[ —— _ ) . i ol
tp B I US| = = — ¥ to B I DS EE=EE| =
(CHIEF COMPLAINT: [] [Current medications are (as of []):
HISTORY OF PRESENT ILLNESS: [] = L
MEDICATIONS:
L
PHYSICAL EXAM: []
General 1 i -
V! Tum on AutoText [Use &utoText &z PRD) o [¥]Tumn onAutoTest [Use AutoText &3 PRD) |
] Jump o Mext Bracket after autotext expands & V] Jumnp to Mest Bracket after autotest expands Ii

Transcription Formatting Rules

Transcription formatting rules control the style formatting of the document, giving the document the client’s desired
look. These rules apply to the structure items in the transcription which include sections, subsections, and numbered
lists. When the rules are applied they control things such as bolding, casing, and section content placing to name a few.
Therefore, it is unnecessary to format any text, numbered lists, sections, or subsections. This frees you to focus on the
quality and medical accuracy of the document without spending time on the formatting details for a client. For example,
if the client requires all section titles to appear in bold and upper case this formatting will be automatically applied at
time of delivery. This means if you add a section and it appears in sentence case, you do not have to retype it in upper
case and bold it. When the job is delivered a predefined formatting template is applied to do this formatting for you.

If you need to see what the transcription looks like with all formatting applied, you can use the Preview with Template
Ctrl+Alt+B option under the InScribe file menu.

File Edit View Format Dictation Transcription ShadowScribe Template Lists Tools Options Jump Help

|| Transcription Log... Shift+Ctrl+0

@ TestInternet Connection 0:00 |
5 Epterny Penenansaberoder | = (=i (2= (= L0
| View Qa Feedback Ctivateq Y _Done Mark | Save Text Pool Next Jp Preview with Template L&

Consult Created at 12/17/2013 8:29:00 AM for Rich
[FV[Previcw with Template  CurisAltsB_|'2 86556566 Consult Received at 09:01 AM; Dictated | 2
() Print Current Transcription  Ctrl+P | BBBBBTBBBBBBBBBBE-—S—————————————
&1 Eit Alt+F1 has been made, but for some reason she is not in acute those appointments that she has been to *
he emergency room at both the University and the other hospital on several occasions. She states

[ErEETem SEns Sl B hat most recently her LP was few weeks ago at the University Hospital. She has numerous lumbar

Birthdate:| 12/17/2013 @~

- X x punctures and that she has scarring in generally requires done in intervention radiology. Dr. Jones
Appt:| 11/21/2013 [Ekg = recommended previous that lumbar puncture be deferred. The patient apparently called the clinic,
% 10:28 AM Hl s 1 U s L5z == _ | [she requesting refills Tylenol as well as ibuprofen. She was advised that since she had missed the|

G appointment she needed to be seen in order to grief 4 refills of narcotic written for an appointment|
ict Date:| 11/21/2013 @~ or her to be admitted tomorrow which was made, however she presented overnight to the
Order # REVIEW OF SYSTEMS: emergency room complaining of headaches declined lumbar puncture she declined CT scan in the|

Clinician:| | Do, Rich emergency room, laboratory evaluation was unremarkable. We have been asked to admit her for—

pain control at present the patient has been sleeping. She still complains of headaches and

Doc Type:| |Consult ~| 'She denies any fever, chest pain, shoriness of br¢ |dizziness. No other focal neurological defects.

Location: | Kentwood

Pat Letter: REVIEW OF SYSTEMS: She denies any fever, chest pain, shortness of breath, changes in bowel

LREEE PAST MEDICAL HISTORY; [ Fia¢éer ot

TF=ie . PAST MEDICAL HISTORY:

U-Field 3: H 1. Hypertension.

U-Field & i+ Hypertension 2. Obesity.

U-Field 5 i+ Obesity 3. Anemia

H . Anemia 4. Seizures which according to neurology had been previously diagnosed pseudoseizures.

5. Pseudotumor cerebri.
6. Chronic headaches

+ Seizures which according to neurology

EPEREY RN PIEEE
s v 5 4]
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Using ShadowScribe Document Templates

Whether a document template is used or not is determined by your account manager. If document templates are used,
they are typically used when the client always requires certain sections to be part of a dictator’s transcription whether
they are dictated or not. In some cases, you may only see a partial document template. For example, the client might
require only the “History of Present lliness” and “Medications” sections always be part of the transcription but the rest

of the sections could vary. ShadowScribe Document templates can also have canned text if necessary. This text will
appear in yellow.

File Edit View Format Dictation Transcription ShadowScribe Template Lists Tools Options Jump  Help

) () () () (e | () () () () 0:00
Fields CC Copy Done Mark | Save Text Pool MNext
o Blawe Coneult Crastad at 1901702012 8. 3000 AM far Dich Do 1=
83 = :ﬁ 7 b ITranscription Status: Client: NDocs @
Patient ID: —
123 *e fabl 100 %
Patient Name: Gender:
Joe TestMDoc M 4 4 "
DOB:| 12/17/2013  [E~ HlStOl’y of Present Illness ol Section Heading -
Serv Date:| 12/17/2013 @~ . I
O —— o T 9 | Content Box Transcription Area
Dict Date:| 12/17/2013 | i — . S
Order #: “Ncanned Text appears yellow if used =
Doc Type: Past Medical Hlstory
U-Field 1:
U-Field 2: Physical Examination
U-Field 3:
U-Field 4 S
U-Field 5:
General ol Subsection Heading
e 6__S_u_b_s_e;:_til_:l_n_t_:_n_n_t_e_n_t_B_q;_Itan_s_t_:_rip_til;_nﬂre_a_ ___________________________
HEENT il
CC5:| & F X & £ Oy faddlAvth:| & X + + Cumment:| L4 58
Y Infa / | | | | ha

Similar to regular transcription, when a ShadowScribe job loads with a template it will automatically appear in the

editor. As with any section or subsection, whether added by the MT or as part of a document template, you will always
type text in the content box below the section.

Using ShadowScribe Dictation Templates (or Normals)

ShadowsScribe dictation templates are used the same way regular dictation templates are used and have the same
purpose. Unlike regular dictation templates, ShadowScribe dictation templates can have two formats structured and
unstructured. A structured format will consist of sections and/or subsections with possible canned text. An
unstructured format will have just plan canned text such as a few sentences or paragraphs.
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Inserting a ShadowScribe Dictation Template
1. Place your cursor in the appropriate section or subsection.

2. Use the Ctrl+Alt+G key combination to make the Dictation Templates dialog appear.

E X N,

a— 1—

B I U 5 T,

o £ [ —

a— I—

______________________________________

______________________________________

......................................

H, [ 00% -

4 T # a5 la B

History of Present Illness

’
)ﬁi Dictation Templates

Chooze a template to uze:

Assessment Test
Congzult Template

isc and Letter Start
55 Bone

Table Test

Table Testll

General

[ Inzert and Close ] ’ Inzert

Close

—

3. Select a ShadowScribe template from the drop down and click OK.

The ShadowScribe Menu

File Edit Wiew Format Dictation Transcription |Shadow5cribe Template Lists Tools Options Jump Help

Fields FPlay Rew'd FF

SO e g
Patient 1D:
123

Patient Name:
Joe TestMDoc

— . —

*= Add Section at Cursor Ctrl+M
[E] [E] [E] = Add Sub-Section to Current Section at Cursor Shift+Ctrl+ N 0:00
E,E Rermove Current Section (Merge with Pricr Section)  Shift+Ctrl+\
cCC C D
OPY_ PO Edit Section Mame Ctrl+F5 LL L
ranscription E,E Promote Sub-Section to Section Ctrl+,
*= Demote Section to Sub-Section Ctrl+. . Rl T 00% -

Gender: 4+ Move Section Up Ctrl+Alt+,
M ¥ Move Section Down Ctrl+Alt+.

This menu will appear each time a ShadowScribe user’s dictation is loaded and contains functions specific to the
ShadowsScribe Il editor. This menu list all of the shortcuts and functions for controlling the structure of the document.
Where applicable you are strongly encouraged to learn and use the shortcut keys as this will help you increase efficiency
and productivity. Each item is explained in detail below.
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ShadowScribe Temnplate Lists Tools Options Jump Help
*= Add Section at Cursor Ctrl+MN 1
= Add Sub-Section to Current Section at Cursor Shift+Ctrl+M 2
*= Remove Current Section (M erge with Prior Section)  Shift+ Ctrl+ < 3
Edit Section Name Ctrl+F5 4
%= Promote Sub-Section to Section Ctrl+, 5
*= Demote Section to Sub-Section Ctrl+, 6
4+ Move Section Up Ctrl+Alt+, < 7
¥ Move Section Down Ctrl+alt+. 8

1. Add Section at Cursor. Inserts a section title with content box below the current cursor position. If the cursor is
in the middle of a sentence, all the words from the right side of the cursor will be moved to the new content
box.

2. Add Sub-Section to Current Section at Cursor. Inserts a subsection title with content box below the current
cursor position. If the cursor is in the middle of a sentence, all the words from the right side of the cursor will be
moved to the new content box.

Note: To add another subsection you will use the Ctrl+N option instead of the Shift+Ctrl+N. Each time the
Shift+Ctrl+N is used a new subsection will be added but at a lower structured level than the prior. To get the
section you add back to the main level use Promote Subsection to Section.

3. Remove Current Section (Merge with Prior Section). Changes the current section title into content and moves
that title to the prior section content box. If the section had text before it was removed, that text is also move
to the prior content box.

4. Edit Section Name. Changes the name of a section or subsection title. When this is used you can change the
name by selecting a new title from the drop down list or by manually typing in a title.

5. Promote Sub-Section to Section. Shifts the subsection up a level to the next main level. This is used when
adding a new main section using Ctrl+N. The main section is added but appears as a subsection. Using promote
Sub-Section to section will move the section up to the next main level.

6. Demote Section to Sub-Section. Shifts a main section down to a subsection level. This is used if a main section
was added but needed to be a subsection.

7. Move Section Up. Moves an entire section and content box above the previous section. This will only move the
section up or down on the current level you’re working on. For example, you cannot move a subsection above a
main section level. To do that, you must first promote the subsection to a main level.

8. Move Section Down. Moves an entire section and content box below the next section. This will only move the
section up or down on the current level you’re working on. For example, you cannot move a subsection below a
main section level. To do that, you must first promote the subsection to a main level.
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APPENDIX A - Shortcut Keys for ShadowScribe Il Editor

Structure Keys

Add Section at Cursor

Ctrl+ N e Insert section
e Change section into text
Add Subsection at Cursor
Shift + Ctrl + N e Insert subsection

e Change text into subsection

Shfit + Ctrl +\

Remove Current Section (Merge with Prior Section)
e Convert a section title into text

Edit Section Name

Navigation Keys

Ctrl + F6 . . .
e Change the name of a section or subsection title
Promote Subsection to Section
Ctrl +. . L . .
e Shift current subsection into main section
Ctrl + Demote Section to Subsection
! e Shift main section into subsection
Move Section U
Ctrl + Alt +, P . . . .
e Moves a section above previous section within current level
Move Section Down
Ctrl + Alt +. . . -
e Moves a section below next section within current level
Toggle List
e Insert bulleted list
Ctrl +L

e Change text into bulleted list
e Change bulleted list into text

Ctrl + P Move edit cursor up one paragraph
Ctrl+ Move edit cursor down one paragraph
Ctrl + > Move edit cursor one whole word right
Ctrl + ¢ Move edit cursor one whole word left
Tab Move to the next content box

Shift + Tab Move to the prior content box

Ctrl + Alt + Home

Move to the top of the report

Ctrl + Alt + End

Move to the bottom of the report

Ctrl + Home Move edit cursor to top of current content box
Ctrl + End Move edit cursor to bottom of current content box
Home Move edit cursor to beginning of line

End Move edit cursor to end of line

Selection Keys

Ctrl + Delete

Ctrl + Shift + > Select one whole word right of edit cursor

Ctrl + Shift + < Select one whole word left of edit cursor

Shift + P Select whole lines above edit cursor

Shift + J Select whole lines below edit cursor

Shift + Home Select words left of edit cursor to beginning of line
Shift + End Select words right of edit cursor to beginning of line

Commonly used Editing Keys

Delete one whole word right of edit cursor

Ctrl + Backspace

Delete one whole word left of edit cursor

Ctrl+X,C,V,Z

Cut, Copy, Past, Undo

Ctri+ U

Change case of a word or phrase
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Shift+ Ctrl + F Find word or phrase

Ctrl+ Alt+ M Move to Comment

Alt +; Move edit cursor between demographics and transcription
Ctrl + Alt +B Preview transcription with template
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APPENDIX B - FAQ

Sections

What is a section?
A section refers to both a section title and a corresponding content box. The content box appears below the title
and is where transcription text is typed or edited.

How do you make a new section?
You can create a new section by placing your cursor within a content box and typing Ctrl+N.

My section title should be bold. How do you do that?
Formatting of section titles is done automatically when you submit the report via the predefined formatting
template. There is no need to bold, or make any other formatting changes, to section titles or subsection titles.

After inserting a title, the section title content box appears red. Why?
If your section title content box is red, this means that it is not one of the predefined sections for the document
type. Predefined sections are displayed in your drop down when you use Ctrl+N for sections.

Usually you only need to add a red section if the dictator spoke a different section that was not in the predefined
list. This can happen from time to time. If this happens frequently you should notify your account manager and have
them add the section to your pop up list.

How do you know which section title to add?
When you create a new section title, press Ctrl+N for a list of predefined section titles. Choose the title from the list
that is dictated. If the dictated title is on in the list, then add it manually.

When you do CTRL+N or SHIFT+CTRL+N there are many titles, how do you select the best one?
The best way is to type the first few letters of a section title and then press Enter to insert the title from the list. This
is more efficient than scrolling through the list with your arrow keys.

The section title is not in the list when the Ctrl+N is used. What should | do?

First check to make sure the clinician selected the correct document type, if not change to the correct document
type then check your list. If the title is not in the list, then add it manually. If the clinician did select the correct
document type and you still can’t find the title in the list, then add it manually.

Creating a List

How do you to turn section content into a list?
Place your cursor in content box, on the line you wish to turn into a list and press Ctrl+L.

How do you separate a paragraph into a list?

If you need to convert a paragraph into a list, place your cursor on the line where the list should be and press Ctrl+L.
This changes the paragraph into a one bullet list, then you can go back and hit Enter where you want to create new
list items. For example, if your paragraph is a list of allergies, press Enter after each allergy.
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Why is the list bulleted when it should be numbered?

The ShadowsScribe Il Editor only displays bulleted lists when typing from scratch. The appropriate formatting will be
applied after you deliver the report via the predefined formatting template, or you can see the formatting applied
beforehand by using Ctrl+Alt+B to see this in preview with template.

How do you create an indented list?
First type Ctrl+L on the line or paragraph to start the list. Hit Enter to insert your next list item, and then use Tab to

indent if you need to unindent use Shift+Tab, alternatively you can use Ctrl+M and Shift+Ctrl+M to indent and
unindent.

A list was add accidently. It needs to be changed back into text. How do you do that?
Just place your cursor in your listed item and press Ctrl+L.

Speeding Up and Slowing Down Dictation

How do you speed up or slow down the dictation?
To speed up dictation, press Ctrl+T.
To slow down dictation, press Ctrl+E.

How do you return the playback rate to normal?
Press Ctrl+R to return playback to normal.

Formatting: bold, italics, underline

How do you bold, underline, or italicize text?

The most efficient way is using these shortcuts to bold: Shift+Ctrl+B, underline: Shift+Ctrl+U, or italicize:
Shift+Ctrl+l.

Playback Settings

How do you control playback when in the ShadowsScribe Il Editor?
You can control playback using a foot pedal when in the editor. Alternatively, you can also use the shortcuts F2, F3,
and F4, which rewind, play/stop, and fast forward the audio.

What is the auto-rewind feature?
When you stop playback, the ShadowScribe Il Editor will automatically rewind. This setting allows the user to re-
listen to the last word or phrase that was spoken prior to stopping playback. The default setting is 5 seconds.

How do you increase the auto-rewind time further when you stop playback?
To increase or decrease the time go to the Options menu and select the Set Date/Time Values option. Increase or
decrease the number of seconds in the Rewind after Pause field.

How do you disable the auto-rewind feature?
To disable the auto-rewind feature, set the Rewind after Pause option to zero.

How far does the ShadowsScribe Il Editor rewind every time after tapping the rewind pedal (or press F3)
Each time you press the rewind pedal or the shortcut F3, the ShadowScribe Il Editor will rewind playback 5 seconds
by default.

How do you change the amount of time the ShadowsScribe Il editor rewinds each time the rewind pedal
(or press F3) is pressed?
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You can increase or decrease the time by opening the Options menu and select the Set Date/Time Values option.
Increase or decrease the number of seconds in the Rewind field.

How far does the ShadowScribe Il Editor fast forward every time after tapping the rewind pedal (or
press F4)

Each time you press the fast forward pedal or the shortcut F4, the ShadowScribe Il Editor will fast forward playback
5 seconds.

How do you change the amount of time the ShadowsScribe Il editor fast forwards each time the fast
forward pedal (or press F4) is pressed?

You can increase or decrease the time by opening the options menu and select the set date/time values option.
Increase or decrease the number of seconds in the rewind field.

View Settings

The font size is too small, can it be made bigger?
Yes, to make the font size bigger, go to the editor tool bar and click the zoom percentage drop down. This will
magnify the text of the transcription without affecting the actual text that is delivered to the client.

The font in the ShadowScribe Il editor is not the right font for my account. How do | change the font?
There is no need to change the font style to match client font size requirements. The ShadowScribe Il editor uses a
predefined formatting template which controls the style formatting of the structure items within the document,
things like sections, subsections, numbered lists, and where content is placed. This template is setup ahead of time
by your account manager and is applied when the document is delivered. You can also see the style applied by using
Ctrl+Alt+B, preview with template.
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