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The Exa transcription workflow follows a standard study status progression:
Unread - Dictated = Transcribed - Approved

This guide describes the transcription workflow, including how to configure the workstation and user settings,
and how to transcribe reports and update study statuses.

Download Exa Dictation
Download Exa Dictation by selecting Burger > TOOLS >EXA DICTATION.
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User settings

Set Web Trans as your default voice recognition application:

1. Select Settings > User Settings.

2. Under Voice Recognition select Dictation(WebTrans).
3. Select SAVE.

Worklist

ALL STUDIES

STATUS

Double-Click Behavior
Double-Click (Scheduled)
Default Tab

Default Filter (Local Cache)

Default Column

Sort By

Audio Player Lag Time
Auto Open Priors

Open Prior Reports
Voice recognition

Delay Load of Exa Trans
Exa Trans Font

Exa Trans Font Size

Default Time Increment

ACCOUNT

TesN1008

NO. PATIENT

Test, Nicole

Web Viewer v
Edit Order v
All Studies v
Select -
Fovia
v
Study Date v
Desc ~
4 sec A
Off ~
v
ation (WebTrans) v:‘
Off v
v
w
15 v

500-000679B



Exa® PACS|RIS Feature Summary: Transcriptionist Overview exXQ-PLATFORM

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

Note: To create worklist filters, see the Quick Guide or “Configure a User Worklist Filter” in the
user’s manual.

2. Toopenthedictation and transcription editor, select the transcription button on a study row.

= Worklist

DICTATED

{ 0 STATUS PATIENT STUDY DATE 3 ACCOUNT NO. DOB

03/24/2022 11:05 AM EDT SwnOBPUTJvIxdREK 11/21/1944
Transcription button

+ 03/25/2021 9:06 AM EDT MG135 01/01/1900
+ade=2x@ * @ Mg, Us 03/18/2021 10:12 AM EDT NCCCB58585 01/01/1960
+ 808 o2 xE * @ Dris, Breast 12/10/2020 8:50 AM EST 1069MARK 03/25/1980
& = 2% g * @ Kirby, Test 09/08/2020 1:43 PM EDT 19560917 09/17/1956

+ B8 =2 x(E Testy, Jennifer R 06/15/2020 11:20 PM CDT 123456789 03/25/1988
+adJe=>2w@ Dms, Breast 11/18/2019 3:02 PM CST 1069MARK 03/25/1980
+ B0® g xE 08/15/2018 9:15 AM EDT MAWC1 03/25/1988
2 ®2xE 02/14/2018 11:16 AM EST 067706 04/11/1980

+ B0® e xE * @ 12/03/2014 2:39 PM EST NCCA121919 02/02/1950
+ 2 & ® % g * @© Testy, Jennifer R 05/27/2014 3:44 PM EDT 123456789 03/25/1988

3. Locate the recorded dictation and select play.
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4. Select a transcription template from the dropdownlist.
Note: Tocreate atranscriptiontemplates, see the Quick Guide or “Add a Transcription Template “ in

the user’smanual.

5. Enter manual transcription. See brackets [ ] within the template to enter relevant text.
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Patient Name Teaching_Dx_820 Fatient ID Swn0BPUTvIxdREK DEM MRI Cervicle Spine
= Referring Physician Date of Birth 21-Nov-1944 _ Normal X-Ray
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TECHNIQUE: Magnetic resonance imaging of thg cervical spine is submitted with standard protocol
sagittal and axial TL, T2, and/or gradient echo sequences, no IV contrast administered. Exam
performed on ... |4

P COMPARISON: [None]

FINDINGS:

Section1/1 | Page1/1 | Line26 | Counn0 | Engish (United States) |

Submit a transcription

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

'I Changes the study status to Draft

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.

Approve & Next

Changes the study status to Approved. Select the Approving Radiologist’s name. The next Dictated
study automatically opens.
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Add an addendum to an approved study
Afterapproval, you cannotedittranscriptions. However, you canadd an addendumto correct mistakes or
insert new information.

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

2. Dragthe middle scroll bar down to see the add addendum button in the lower-left corner.
3. Select Add Addendum.
4. Listento the dictated addendum to be transcribed, and manually enter the addendum.
5. SelectAddendumSave, Addendum Approve, Addendum Submit For Review, or Back,
based on your Radiologist’s workflow.
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