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Administrator User Guide

STEP 1

Logging into the Administrator account

The Administrator logs in to the V-Dox Login Screen which is a part of the Vareque Document Management
Suite (VDMS) with their respective ID and password as shown the in the picture below. There are two
modes of Login, Normal and Secure, the secure mode ensures 128-bit secure encryption for better security.

‘ MEMBER'S LOGIN

Welcome, Please enteryour login name and pazword.
Select "Mormal" login for faster experience.
Select"Secure” login for Equifax cerified 128-bit encrypted connection.

| é128-bit Secure login |

| Mormal | Secure

Click here to email your first and last name for access to this site

Figure 1

The Key Features:
Inside the Administrator Account, there are certain key features that the administrator must get accustomed
to as shown in the picture below, which includes:

Sign In/Out: This link allows the admin to Login and out of the V-Dox Timesheet Manager which is
used as an online attendance register.

Check E-mail: This allows the admin to check the company provided E-mail Account.
Help: Administrator can find all sorts of helps such as manual guide for every aspect of V-Dox’s operations.

‘areque

Wetoame Admin, IST: 09:28:06 AM, Monday March 22, 2005
Sk Ernail | Help | Logout
Hide iffo | Show Search ) Settings | Change Pasamord
Cuplicate Job Combine Jobs | by Account
Figure 2

Show Info: Clicking on this button shows the hidden information such as My Account and Combine
Jobs. Clicking it again will hide the information. See the picture above

Combine Jobs: This particular feature can be used to combines two jobs into one single job, which is
particularly important when there is a scan document and an audio in two separate jobs for the same
patient.

My Account: This particular feature is the “ADMINISTRATORS CONTROL PANEL’ that enables the
administrator to view all the details of all the clients, their respective templates, rates, invoices,
attendance sheet, Individual shift outputs etc. as shown in figure 3. The main features are

MY ACCOUNT
Date/Time (IS T): 093846 Abd, Monday harsh 22, 2008 .

My Invoices and HR Reports || Transcriptionist Setup || hly Clients || hly Templates || hely BO0 Setup || My Rates and Subscriptions

=252 QUALITY IMPROVEMENT MOMITOR
Click here for monitaring performance

Click here for monitaring shift load. (BETA)

Click here for monitaoring Author cormments. (BETA)

Figure 3

My invoices and HR Reports: This part has three main features, “Click here for monitoring
performance”, “Click here for monitoring shift load. (BETA)”, and “Click here for monitoring Author



Comments (BETA). These features are basically used to overlook the whole process of production
shiftwise as well as individualwise. The last feature is used to effectively monitor the Author
Comments segment.

Transcriptionist Setup: This feature enables the administrator to create the Userids and
passwords of the MTs and QAs, and there profiles as well as enable and disable any particular ID.
The usernames shown in red in figure 4 are the ones which are disabled while the blues are the
active ones.

MY ACCOUNT
Date/Time (15T) : 09:56:21 A, Monday March 28, 2005 .
Iy Invoices and HR Reports || Transcriptionist Setup || Iy Clients || Wy Templates || Iy %800 Setup || Iy Rates and Subscriptions
=r==x ADD OR EDIT TRANSCRIPTIONIST DATA

MT_LT ST MT_LT Suhir Mukherjee MT_LT Surajit Saha MT_LT Hilesh Paul
MT_LT Test Transcriptignist MT_LT Arnab Pal MT_LT Awik Deay MT_LT Susanta karmakar
MT_LT Sandy B MT_LT Surajit Jr. Saha MT_LT Arindam Shosal MT_LT Ambar Fal
MT_LT Arup Acharya MT_LT hlanas Mitra MT_LT Subhankar[atta Roy MT_LT Rajarshi Chowdhuny
MT_LT arindam banerjee MT_LT shatrughan singh a1 Arindam CA1 Ghosal A1 Surajit Chakraborby

241 Souraw Sakar 2a1 Subhendu Ganguw 241 Sandip B [=ER] Temp QA1

oAz Arindam QA2 Ghosal A2 zandip b QAZ S QAZ Souraw Sakar

a2 Alma A2 242 Soma Mukherjes oAz 5 Ganguw QA2 Surajit Chakraborty

QA3 Nilotpal Ghash oAz Arindam @43 Ghoshal QAZ  Sandip Bhattachanga QAz  Alma D43

QA2 Souraw Sakar QA% Soma Mukherjes 242 Ben Law

Click here to create a neWt.

Figure 4

New transcriptionist IDs can be creating by clicking on the link “Click here to create a new
transcriptionist.” Figure 4.1 below shows how the create new transcriptionist windows looks like.

icrosoft Internet Explorer

CREATE NEW TRANSCRIPTIONIST
Date : 2005.03-28 | Time: 14:07:07

First Mame | Last Mame:

Address | ‘ |
City | State: [AK ¥

Fip: —| Country: USA

Login Marme: Fassword:

Email: | Fhone 1:

Tirmezone: IST - Cellphone:

Role: | Transcriptionist ~ | for the companies checked below.

[ Riverside Medical Clinic. Check/Uncheck All [

[ Rawi Berry [CItdanaj Patel [JAndrij Horadysky  [1khaleed Shahin
[JLynn Thomas [CIhichael Thurman
Figure 4.1

My Clients: This feature enables the administrator to create the different clients groups, create
their work types etc. and manage them respectively.

My Templates: This feature enables the administrator to create the different templates for the
different client groups and also to enter the rates of the normal and stat files and manage them
respectively.

MY ACCOUNT

Crate/Time (IST): 09:57:50 A, Monday March 22, 2005 |

hly Invoices and HR Reports || Transcriptionist Setup || Iy Clients || My Templates || Ity %E00 Setup || Wy Rates and Subscriptions

==r= TEMFLATE SETUF

Client 1: Riwerside Medical Clinic
. . . i . .| Stat | Min.
Template Name # |Code Template File Count Class | subUnit | per | Unit |[Rate{¢) © | {5
Elank A0 BL bl ank. rtf Total charline G5 char |lines 5 5] 0.01
Initial Evaluation 20 IE ie_template.rf Total charline [a] char |lines 5 5] 0.01
F'rogress Mote 11 FHN A07T3526545([1].tf Total charline G5 char |lines 5 a oo
Fediatric 12 FD Fediatric_template. rtf Total charvline 55 char |lines 5 7 001
SOAP Mote 14 5P blank_110G200817 .t Total charline [a] char |lines 5 5] 0.01
F'hysical Exam 15 FE physical examination_1106806435.f | Total charline 55 char |lines 5 11 001
COffice Chart Mote 13 QCH  285-0CN_110507 754 rif Total charline (=) char |lines g g 0.0
FPhone Conversation A6 FC Fhone conversation.if Total charline &5 char |lines 5 5] 0.0
arkman's_Comp_Repart? ¢ [PORKERS COMPENSATION Total chawline 85 char |lines 5 5 | oo

Add New arktype
\ Clich on Wodioe naare do edit it

Figure 5

New worktypes can be added by click on “Add New Worktype” link as shown in figure 5




My V800 Setup: This feature enables the administrator to manage the V800 system directly from

the Administrators Control Panel of the V-Dox.

My Rates & Subscriptions: This feature enables the administrator to effectively manage the rates

and subscription charges for the different clients groups.

Show Search: Clicking on this button shows the hidden tool bar (refer to the circle in figure 2), which is used
for date selection, searching of records, view all records, and searching for old and completed records from

the archives (refer to box 5 of figure 6). Clicking on it again will hide the bar.
Screen Parts :

1. Select Start DOS (Date of Service)

Selection of Date of Service is allowed to retrieve records dictated by the facilities starting from a
particular date. It is a selection field from where the particular date may be selected.

2. Select End DOS (Date of Service)

Selection of Date of Service is allowed to retrieve records dictated by the facility ends at a particular

date. It is also a selection field from where the particular date may be selected.

1 2 3 4

Select Start Select End Personal UserControl\
DOS DOS Set?i(r%\

Searcl
Record

Welcame Admin) |5TO0EZE06 Ab, Manday hidwh 28, 2008

Sign In/Out | Check Email | Help |

ot

Hide info | Hide search | & gs | Change P azghord

start Date b 2003-01-01 Ene Date [ 2005-03-28 | FiterByD.O.S.Range |

Search Name or Ref. [ or Job. D or View all records |:| finel. complete jobs)
Duplicate Job Combine Jobs | My Account

JOB QUEUE FOR Admin Admin

No.Job# MName Refll D.0.S. Author Type Status Media MT/LT QA1 QA2 CDllt>>@SplitAhortLinesLengthSTATTATG Dou ull
¥1: RIVERSIDE MEDICAL CLIMIC. 2 0a. i1 to 25 of 26, o new . SelectAuthor ¥ || Select Status ¥ || Type ¥
1 Kathlzen . : For na o 0315 .
[ steas T eT1a0 03-15 K Shahin 5P Review @ z = 28 | 157 NO 1 0 tamg 1110825440
2 illiam . : For ne . 0311 -
0 sigss L 302848 (301 K shahin 5P Review @ z = 2 180" MO 1 0 1oy 1110572573
3|:| 31533 Darlene . Fox505383  (J3-10 K Shahin 5P R'E:\foi;w @ z a0 25" WO 1 g 0133:;1108- 1110489423

Figure 6

3. Filter by Date of Service Range

This aids in filtering out the records in between the start date and end date as shown in figure 6.

4. View all records

Viewing of all the records is allowed by clicking on this particular link, this deactivate any kind of filters

and show all the records for the current date.

5. Searching of records

The user can use this option to search a particular record, or multiple records pertaining to a particular

patient using the reference ID or the patient last name as shown in the figure 7.




a6

Search Favorites

@H-»-@ f&‘

Eack Forvard Stop Fiefresh Home

=- 5 (]

b il Frint Eiit

E ) ‘

tdedia History

faddress [&] hitp:7 . vareausindia, comdiobs indss. php

LI @Go |L|nks| Marton Antivin:

Wekcome Sarrdip,

PT: 02:19:07 A6, Friday January 23, 2004

Logow

L ings | Change Passwar
Filter By DME

I
IF’erklns Search |

Please nota that your IP address will ba recorded for security purposes
Click Here to make Yareque a trusted site, Click "Spen®, then "¥es" when prompted.

Start Date EZDDAHJ‘IJI End Date EZDDAHJPZB

Search Patient Name or Last Mame or Ref. 1D ar view all record

*fou chose to wiew only those files with status = % . Stant DOS = 2001-01-01. End DO$ = 2004-01-23. Search term = Perkins.
Combine Jobs

JOB QUELIE FOR MT ADMIN Sandip

Show only jobs with status =| Select 'I

Media &

Author Report

D D.O.5. Type Status MT QA1QA2 Ckge“ Split Abort Lines L

¥ flient 1: University Cardyovascular Medical Group. (Showing results 1to 1 of 1.)
Eon| e 5 e gf (DS (R 22 Hx waiting a3 & 5] B B

Perkins 11-17 Kohashigawa
I vl Change_Status

Fage1 of 1. Showing results 1 to 1 of 1

Splitabort 30

P Client 2: Demo Company
¥ Client 3: Wentura Pain Center
P Client 4: Riverside Medical Clinic

m

Figure 7

Personal Settings
Allows the Admin to set personal choices regarding the name, address, mail-id and the no. of records to be
displayed in a single page, and also change the Client-Name Row Color etc.

Your Personal Settings, viadmin

Title:
(M. Mrs, Miss.Dr. Det. ete.)
First Mame: Last Hame:
_
Address: T
Ciity:
Country: Zip:
Email:

|Subhendu giEwvareque.com |

Internal ID:

[ Choose Client-Mame Row Color

Phone : |

Reports to display per page:

] L (] Heeccee (] #dddddd Y #occoos

O #eceedd || #22eece | (O] #eczebk [ (O] #esccaa

O e | O SN © NN ©

O | #eeccee | 3| #ecbbee | O #emazee | O3

@) #ffiaa O #tritzE (@) #efHiES ®)

@) #ffddaa () #ffbbOO | #etaavy @) -EER -
Figure 8

User Controls
Here the Admin is allowed to change his or her own password as shown in the picture.

Change Password for , viadmin

Existing Paszword:

Mew Fasaword:

Re-type Mew Passmard:

Change Fasaword [ Change Fassword ]

&] Done S & Internet

Figure 9




STEP 2

Monitoring the Job Queue

From the “Job Queue for Admin” that appears under, the Administrator can monitor every aspect of the

production process. The Administrator can filter the job queue using three filters, By Author, By Status, and

by Types. Please see the boxes in figure 10

. . Select Select Select

Click for Job Click for Auth Status Type

Audit demoaraphic 0\

7 \
JOB QUEUE FOR Admin Admin
MNo. Joh# me Refll .S.  Author Type Status Media MT/LT QA1 QA2 COut=>@ SplitAbortLings Length STAT TAT! Dou ull
¥1: RIVERSIDE MEDICAL CLIMIC. 2 oa. ¢t to 25 ot 36 Mo new |Se\e:ﬁuthur V| |Se|eﬂ5tatus VHT’pe V|
1|:| 21628 K"T;‘L“" 03-15 K Shakin 5P ReFvD\;w @ Z % 20 &M NO A4 0 013‘;_1:4' 1110026440
2|:| 21588 :"'”":’:ﬂ'i 302648 [J3-11 K. Shahin 5P ReF\:;w @ Z % 20 1s  ND A4 o 0132':1212' 1110572572
3|:| 21633 Darlene  Fox805383  [J3-10 K Shahin = SP RFor @ Z % a0 A" NO A o 013?:_1108' 1110459485
eview :
4|:| 31515 Ki'r‘neu“t 458664 [3-09 K. Shahin  PE R;D\;w @ z % 43 31 ND A 0 0137'_0393' 11104184 1
5|:| 31133 DJ:b"b’;n's 208461 [2-25 K. Shakin 3P ReFvD\;w @ Z 3@ 23 NO A o 0122;_2253' 1109363038
ED 21122 RJ:d“;e"S 260602 [J2-24 K Shakin P REF\rDuraw @ Z % 3/ @& NO A 0 012_(;:23‘2' 1100206262
?D 21038 John  Boice 528710 [J2-22 K Shahin  PE RFnr @ Z 45  @AE" NO 1 o 012_(;_2;3' 1108123009
eview :

BD 30885 E”;‘Z‘:;‘“' 727848 [2-21 K. Shahin SP ReFvD\;w @ Z 33 255" NO 1 0 0122'_231?' 1109018221
M Carlos. ) Far na e 0218 -
0 aoes (SN @e4stn D218 Kshshin BP0 @ Z 2 35 215  NO 4 o es 1108780623
1& 20780 ::;‘JZ'[; 720246 [J2-15 K Shakin TP ReFvD\;w @ Z % 22 1s0"  NO A4 0 012;157' 1108520222
11 Enr i U B o S noaa.
Figure 10

The administrator can also change the demographic information of the patient by clicking on the patient
name, and also see the Job Audit Report by clicking on the job number as shown in figure 11 and figure 12.
In case of any discrepancy in the line count of the report, Administrators can also make the change by
modifying the “Number of lines:” text box, as shown by the red circle in the demographics window.

{www. vai 2que.com - Vareque Document Manageme

Comment

Box

\

‘a reque

ast Mame

Edit Joh Demograp
kiddle Mame

VAREQUE

ics for Job # 31635
Firsthame

0.0.8

Ref. 1D

[vory ]

Document Type

| [kathieen [~EHz005-03-15 | (871903 |

Comments

| S0AF MNote

~] I

umber of lines

Update job info

Cancel Edit

] Done
Figure 11

& Internct

The Job Audit Trail is a very useful feature and provides vital informations like time taken by the respective
MTs and QAs for a-particular job, the respective order in which the jobs were checked out and how the
status of the job has changed. The red circle in figure 12 shows that this particular job’s status is overwritten
and changed by the Admin:

itp:/fwww. vareque.com -

Job Audit Trail for Job 1D 31635
as on -03-28.

| No. [Checked_Out By Role | Time-Date [Checkin TinveDate| Time Lapse |
SOAP_Note Reference D 871903 of Kathleen Ivory from Riverside Tedical Clinic.

Uploaded on 20050328 at 11:19:57 by author Khaleed Shahin
1 A Acharya QD=10my w_L7 ST+ 121738200503 ST - 12:19:08-2005-03-

Note 1

0 days,Onhours 2 Chechout by Arup Achana.

16 16 mins

2 A Ghesal(Deaz) qa 'ST-122305-200503. IST. 122476200503 0 daysD hours.|
16 16 mins

3 N St s iD= A e RR e e GO B B e pes ot st o=y

A6 mins

Figure 12



STEP 3

Managing the Jobs in Progress

The last segment of the Job Queue for Admin_has a set of power full tools for changing the status of the
reports and allotment of particular files to respective MTs. See the figure below.

IE] Edith Wiaitin
] ) e 0210 -
30828 27E0ET A L Th Split 19 44 HD A 140B053520
] areiz 08 emas OCN "o, - 08:43
2 Genera aitin
: g ) - 0210 -
0 avezs SO deesat 0209 L Themas OCN “2.0 Split 14 e HD A o 110B0E3E18
21 Allan Wiaitin
g ) - 0210 -
sgzs o Bamss 0203 L Thomas OCN UL Split 45 4T HOD A g 1108053815
22 L -
AN . faiting . - 0208 -
avso L, 51380 0208 L Themas QCH "0 Split 51 Fa0" HO 1 7 107E11E07
Breanna . faiting . 0202 -
30863 454307 A L Th Split 1 2 ND 1407941704
N Albrecht 08 emas OCN “p,5 - l 17:16
Delaras . faiting . 0208 -
30857 fE0207 y L Th Split 2 1E" HO 1107911755
0 Glennay 0208 emas OCN 7 BD l 1718
25 Loretta Waitin
. g ) e 0205 -
0866 £7ERE2 A L Th Split 20 10" HO 1407941750
N ks n 08 emas OCN "0, 2 17:16
Cheddlincheck Al Type ¥ | Status ¥ [ cvemite o1g | Change || Select v [ Asszign H STAT ” Downloadlt
Show Email Modul
age 1 of 2. Showing results 1 to 25 of 36 Mext 25 ==
2

Figure 13

Check/Uricheck All: Cli
Clicking it again wil

ing this check boxwill select all the records in the job queue for the administrator.
vert it back. This is particularly helpful in changing the status of all the files at one go.

Change ton: This is a very powerful tool, which the administrator can use to revert back a completed
job back to new, waiting gal, or any other status of his/her choice and visa versa.

Explanation: In order to change a particular job status,\irst select it by clicking on the small check box on
the extreme left hand side of the row, then click on the Status drop down menu, Select any one of the status
for the particular job, also select the “Overwrite old” check box. This feature ensures that during changing of
status, the old files are overwritten by the newer ones. Then click on the Change command button. A
confirmation message will be shown. (Seg the figure below)

Administrators can change the status of a job to stat by clicking of the “STAT” command button.

22 f Y [oa .08 -
s0s70 Y ggize0 0208 L Themas QN M 04 Split 51 0208 - ey 1e07
Doffing |m 17318
3 Breanna Waiti 02-08
A .08 -
sosmg NN 4easny 0208 Lo Themas OCH U] 9 Split 18 e 1107811781
", Are you sure?
4 Delorss Wait 0208
g .08 -
soser L., 80207 0208 L. Themas OCN “Q Split 20 rme 107811728
% L — Cance -
oretta aifing 08 -
soses U evezez 0208 Lo Themas OCK U3 Split 20 rmg 107811720
Chedaunzheckanl [ BL ¥ | Approved ¥ Cvemite old | ChENGE || Select o |[ Assign | [ STAN|[ Downloadh
Show Email Madule
Page 1 of 2. Showing results 1 to 25 of 36 Mext 25 ==
Figure 14

Facilitating the jobs

Job Assignment Module: This-atodule is a new addition to the Admin Login. The administrator
can now assign jobs to particular and QAs of his/her choice, once assigned the MTs or QAs has to
finish those jobs before pro ing to the next.

Downloadit: Audio files from the admin queue can be downloaded by selecting the jobs first and
then by clicking on the “Downloadit” command button. The audio files will be downloaded in a zip format.
(See figure 14)




STEP 5

Communicating with the Transcriptionists and Authors

Comments: In case, the Admin needs to add any additional comments to a particular file, he/she
can do so by entering his comments in the text box below the file name in the “Demographics Window” and
clicking the “Update job window” command button. (See figure 11) Clicking on the ringing bell button will
show the content of the comments window.

[ T 77 e AT e U TN T O _I TF ‘ T TYOTTOTT AT T I
ey o ! &1 UU nmms - iclosoii !!ltet Explull 'Lh%khfwz W
[heckout
e | COMMENTS | [ . @
e - i‘o:mLTriBw upload Eeo‘s I=D2=nnna.m.m HheCkaUt Q
o rowkal | ReniERa Frectd s
719 newupload 0 Ch?;kbout e
728 newupload 0 Ch?;kbout e
734 newupload 0 Ch?;kbout 1 e
747 newupload 0 Ch?;kbout New e
738 new upload 0 Ch?;kbuut New e
742 Tiffiny Cain 0 Ch?;kbout New
Checkout
Figure 15
STEP 6
Logging Out

Logout: This is the last segment of the Admin account. Administrators can logout of his/her account by
clicking on the Logout link in the top right hand side of the window.

eloare Admin,

IST: 12:13:54 FM, Monday Ma

Sign InfOut | Check Email | Hely| Logout
Show Info | Hide search | Settings | Change Fa

D

Figure 16

Clicking on Logout windows will take the admin to the next window (see the figure below). Administrators
can choose to Logout by clicking on “Click here to logout” or relogin by the clicking the link below. It will take
the admin back to the main Login screen. (See figure 1)

You are signed in to the W-Do3 Timesheet hManager since 2005-03-28 11:51:11. Please sign-cut bv clicking here.

Clicle here to legout.
Login ’

Before logging out of the Admin account, one must remember to signout of the V-DoX Timesheet Manager.
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