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Standard study status flow: Unread  Dictated  Transcribed  Approved 

Prepare Exa Dictation and Web Trans 
1. Download Exa Dictation by selecting burger menu  TOOLS  EXA DICTATION. 

    

               
In the next steps, select Web Trans as the transcription app.  

 
2. Select Settings > User Settings.  
3. Under Voice Recognition select Dictation (WebTrans). 
4. Select SAVE. 

 

           
 
 
 

Settings 
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Transcribe a study 
1. On the worklist, select the DICTATED filter. 

Note: To create worklist filters, see the Quick Guide or User’s Manual  Setup: Configure Exa 
PACS/RIS  Configure a User Worklist Filter. 

2. To open the dictation and transcription editor, select the transcription icon on a study row.  
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3. Locate the recorded dictation and select play.   

 

 
 

 

Transcription icon 

Play dictation/voice recording 
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4. Select a transcription template from the dropdown list.  
Note: To create a transcription templates, see the Quick Guide or User’s Manual  Setup: 
Configure Exa PACS/RIS  Add a Transcription Template. 

5. Enter manual transcription. See brackets [ ] within the template to enter relevant text. 

 

 
 

Submit a transcription 
1. In the upper-right corner of Web Trans, select a button based on your Radiologist’s workflow.  
 
 

 
 
 
 

Changes the study status to Transcribed, allowing the Radiologist to mark the study as Approved.  

Changes the study status to Pre-Approved. Select the Reading Radiologist’s name from a dropdown 
list.  

Changes the study status to Approved. Select the Approving Radiologist’s name from the 
dropdown list. 

Skip the current study. Remains in Dictated status. 

Changes the study status to Approved. Select the Approving Radiologist’s name. The next Dictated 
study automatically opens.   

1
 

2
 

3
 

Changes the study status to Draft 
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Add an addendum to an approved study 
After approval, you cannot edit transcriptions. However, you can add an addendum to correct 
mistakes or insert new information. 

1. Select the Transcription icon on an approved study or of the “DICTATED/ADDENDUM” study 
(depending upon your Radiologist’s workflow) to re-launch Transcription.  

2. Drag the middle scroll bar down to see the add addendum button in the lower-left corner. 
3. Select Add Addendum.  
4. Listen to the dictated addendum to be transcribed, and manually enter the addendum.  
5. Select Addendum Save, Addendum Approve, Addendum Submit For Review, or Back, 

based on your Radiologist’s workflow. 
 

 

 
 

 

Middle scroll bar 
for locating the 
Add Addendum 
button 
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