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User settings 

1. Select Settings > User Settings. 

 

User settings control how the worklist appears and functions. Changes made in User Settings only affect the signed-in 

user. 

 

Voice Recognition 
 
Dragon (ExaTrans) Opens Dragon medical practice in ExaTrans 
Dictation (WebTrans) – Opens Exa Dictation/WebTrans 
Other (ExaTrans SDE) – Opens ExaTrans or SDE (if configured) 
Off (None) – Does not open a voice recognition tool 
nVoq (ExaTrans) – Opens nVoq in ExaTrans 
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Worklist 

You can customize the worklist’s appearance and functions. 

Upper and lower worklist toolbar 
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Select the pencil button to edit an existing filter. 
Select the trash can button to delete an existing filter. 

Select the Default Tab (the tab 
that initially opens in the worklist) 

Create a filter 

1. To create a filter, select the Filter button on the   worklist. 

 
 

2. In the Study Filter screen, select Add. 
 

 
3. To create a filter, enter a Filter Name and Filter Order first, and then enter criteria for the filter. 
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Date/Time 

 
 

Patient Information 
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Study Information 
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Resource 

 
 

Insurance 
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Link reports 

On the worklist, select the Linked Reports button to open the Link Studies window. Select one or more studies to 

link to the source study, then select Save. 

 
Result: The Linked Reports button turns blue to indicate that the study is linked to another study 

 
• Report linking is only available for studies done within 3 ± days of the source study. 

• Report linking is not available for reports and studies in Approved, Ordered, Rescheduled, Cancelled 

or No-Show status. 

 
 

Unlink reports 

1. Select the blue Linked Reports button to open the Link Studies window. 
 
 
 
 
 
 
 
 
 

2. Select the studies to unlink, and then select Save. 

If studies are unlinked after a report has been finalized, then only the source study will keep the report. 
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Basic viewer navigation 

To open the Exa PACS|RIS viewer, from the worklist, select the DICOM Viewer button or double-click on the study. 

 
 

Configure transcription templates 

For information on how to configure transcription templates, please see the relevant quick guide or 

section in the user’s manual. 
 

Use transcription templates with Web Trans 

1. In User Settings, under Voice Recognition, select Dictation (WebTrans). 

2. To open Web Trans, choose from the following methods. 

• Select the transcription button from the worklist. 
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• Select the multipanel button from the worklist. In the multipanel, the transcription editor is one of 

the available modules. 

 
 

• Select T in the viewer main toolbar (this also opens the multipanel). 

 
3. In Web Trans, in the Templates dropdown list, select a transcription   template. 

4. Dictate the report and then select one of the options to change the status of the study. 
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e-sign & Approve – Saves the dictation and changes the study status to Approved. 
Approve & Next – Approves the current dictation and auto opens the next available 
study. 
Not Approve – Save the dictation but leaves the study in Unread status. 
Save - Saves the dictation and changes the study status to Draft. 
Skip – Does not save the current dictation, does not change the current study status 
and skips to the next available study. 
Pre-Approve – Saves the dictation and changes the study status to Pre-Approved. 

If All is cleared, the Templates 
dropdown list only shows 
transcription templates that are 
applicable to the study based on 
the assignment criteria of the 
template. 
Select All to show all 
transcription templates in the 
dropdown list. 

If using nVoq for voice recognition, 
you can call in transcription templates 
using the macro keyword configured 
in the template. 
The transcription template must 
appear in the dropdown list to be 
called in using the macro keyword. 
Note that the name of the template in 
the dropdown list may differ from the 
macro keyword used to call it in. 

Use transcription templates with Exa Trans 

1. In User Settings, under Voice Recognition, select nVoq (ExaTrans) or Dragon 

(ExaTrans). 

2. To open Exa Trans, choose from the following methods. 
• Select the transcription button from the worklist. 

 
• Select T in the viewer’s main toolbar. 

Note: In Viewer Settings, you can also configure Exa Trans to auto open. 

3. In Exa Trans, in the Templates dropdown list, select a template. 
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Use this middle scroll bar to move to the Add Addendum button. 

Addendum Save – Saves the addendum and changes study status to Draft – Addendum 
Addendum Approve – Saves the addendum and changes study status to Approved - Addendum 
Addendum Submit for Review – Saves the addendum and changes study status to Transcribed – Addendum 
Back – Does not save the addendum and keeps study status at Approved 

Add an addendum in Web Trans 

1. Open the transcription editor on an Approved study.  

 
 

2. Use the middle scroll bar to move down to the Add Addendum button. 

 
 

3. Select Add Addendum to open a blank window and add the addendum in the blank window. 

4. Select one of the status options at the bottom of the window. 
Note: transcription templates can be used in addendums. 
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Addendum Approve – Saves the addendum and changes study status to 
Approved - Addendum 

Add an addendum in Exa Trans 

1. Open Exa Trans on an Approved study. 

 
 

 
 

2. Select Add Addendum and then add an addendum. 
 

 
 
 

3. Select Addendum Approve or Addendum Save. 
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