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COPYRIGHT 
© Copyright 2007-2009 
Apptec Corporation 
All Rights Reserved 
 
No part of this publication may be reproduced, stored in a retrieval system, or transmitted in any form or 
by any means, electronic, mechanical, photocopying, recording, or otherwise, without the prior written 
consent of Apptec Corporation. 
 
Trademarks                         
   

 is a trademark or registered trademark of Apptec Corporation. 
 

 is a trademark or registered trademark of Apptec Corporation. 
 

 is a trademark or registered trademark of Apptec Corporation. 
 
EZ-Track Demographics is a trademark of Apptec Corporation.   
 
All other trademarks or registered trademarks are the property of their respective companies. 
     
Changes              
Apptec Corporation reserves the right to make changes to its products and specifications at any time.  
Information furnished by Apptec Corporation is believed to be accurate, but no responsibility is assumed 
by Apptec Corporation for any result from the use of said information. 
 
License Terms And Conditions           
DigiScribe software is licensed to you under the terms and conditions contained in the END USER 
LICENSE AGREEMENT located in the programôs \License directory.  PLEASE READ THIS LICENSE 
CAREFULLY BEFORE USING THIS SOFTWARE.  BY USING THIS SOFTWARE YOU ARE AGREEING 
TO BE BOUND BY THE TERMS OF THIS LICENSE. 
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INTRODUCTION 

DigiScribe is a professional Audio-Video Transcriber that enables you to transcribe 
audio files (including WAV, MP3, WMA, and DSS) and video files (including MOV, MP4, 
AVI, and WMV) on your own computer.  These audio files can come from DigiTel, or 
other sources of dictation.  These video files can come from digital camcorders or other 
sources of video.  DigiScribe works with the sound card in your computer or a Spectra 
SP/USB Headset (which has its own built-in sound card for loud and clear playback), 
and can use a foot pedal for hands-free control of playback.   
 
DigiScribe lets you find work in up to 4 Work Pool folders that can be on your hard drive 
or on your network.  DigiScribe also lets you Browse to work anywhere on your hard 
drive, across your network, on a Handheld Recorder, on a Memory Card, or on a CD or 
DVD.  DigiScribe displays the dictation files in your Work Pool folders, priorities first then 
oldest to newest, and separates Completed Work from Available Work.  It also lets you 
filter work by various parameters, and lets you search for specific work quickly. 
 
DigiScribe highlights dictations that the DigiTel user has marked as a priority in red, and 
it lets you choose the dictation you wish to transcribe next from a list of all dictations 
available within the Work Pool you are currently looking at. 
  
DigiScribe also displays each dictationôs demographic information to enable you to 
intelligently choose the next dictation you wish to transcribe.  Dictations received from 
DigiTel include EZ-Track DemographicsÊ.  DigiScribe will also apply EZ-Track 
DemographicsÊ data to files received from other sources, such as handheld recorders. 
 
EZ-Track DemographicsÊ includes File Number, Priority and Saved Status, Author 
Name/PIN, Work/Dept/Reference Numbers, File Length, and Date/Time of Dictation. 
 
During video playback, DigiScribe displays a video window and lets you take bitmap 
(.bmp) snapshots which you can save, print, and include in documents. 
 

¶ Play and manage the status of files from virtually any source of dictation! 
 

¶ Play dictations from DigiTel, a network, a CD/DVD, a Handheld, or an FTP Site!   
  

¶ Choose work quickly and effortlessly using the fileôs EZ-Track DemographicsÊ, by 
listening to an Audio Preview, or from the prioritized list of Available Work!   

 

¶ Choose work from the Available Work list, or Browse to it! 
 

¶ DigiScribe can also alert you when new work has arrived in the current Work Pool! 
 

¶ Adjust playback Speed and Volume with ease. 
 

¶ Mark work Completed, or Save it for later.  Saved work is bookmarked with the 
ócurrent positionô, so when you return to this work later, its right where you left off! 
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INSTALLATION 

Host System Requirements 
Pentium II or equivalent or better 
Memory:  1 MB or greater 
Hard Disk:  10 MB for DigiScribe program 
Interface:  USB 1.1 or USB 2.0, one for a USB Foot Pedal and one for a USB Headset 
Sound Card:  SoundBlaster-16 or 100% compatible (optional when using a Spectra SP/USB Headset) 

 

Optional Network Interface Card:  To get audio files across a network 
Optional Internet Connection:  To get audio files from an FTP Site. 
 

Windows 2000 or Windows XP or Windows VISTA (16-Bit) 
Microsoft Windows Media Player:  Version 10 or higher 
 

Software Installation (from the Installation CD or from www.DigiTelSoftware.com) 
Login as a user with ñadministrator rightsò, and then run the DigiScribe Full Installation 
program.  During installation, if asked ñédo you want to keep this file?ò to a pop-
up message that says ñé a file being copied is older than one on your computerò 
click ñYesò.  Next click OK, then click the big square picture button, then click 
Continue, and then click OK.  After setup is complete, restart the computer. 
 
Make Work Pool Folders Shareable (if needed) 
If there is more than one DigiScribe on your network, and if they will be sharing work 
from one or more Work Pool folders, you will need to make those folders ñshareableò so 
that each DigiScribe can see that work across your network. 
 
To make a folder shareable, use Windows Explore to browse to that folder.  Then right-
click on that folder and choose its Properties.  Then set its properties to shareable.  You 
may also need to ñmap a drive letterò for each shared folder so that each DigiScribe can 
locate each shared folder by its drive letter. 
 
To tell DigiScribe where to find those shared folders, open DigiScribeôs Toolbox, select 
ñDictation Files Pathsò, and then set each Work Pool path as desired. 
 
Software Registration 
The product runs in evaluation mode for 30 days or until it is registered.  To register the 
product open its Registration menu and follow its on-screen instructions or the 
instructions on the installation CDôs label. 
 
The Registration menu displays a ñLock Numberò, and the Installation CD label shows a 
ñPop Numberò.  Email both of those numbers to Keys@DigiTelSoftware.com to receive 
your License Key via email reply. 
 
Once you receive your License Key, enter it into the Registration menu. 

mailto:Keys@DigiTelSoftware.com
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MAIN MENU 

The main menu of DigiScribe displays a list of all Available Work.   
 
 
 
 
 
 
 
 
 
 
 
Use the Work Pool Filter 
drop-down box to select 
the Work Pool Filter you 
wish to show work from, 
or use Browse to browse 
to work. 

 
Select one of the available dictations (by clicking on it) and then press the ñplayò foot 
pedal.  The Available Work list presents all the prioritized dictation first, showing the 
oldest at the top of the list.  You may also click on a dictation to listen to a preview of it. 
 

  
Once youôve selected a dictation, the main menu will reduce in size to the mini-player 
mode.  If the file you selected is a video, the video window (as shown in the example 
above) will open on the right side of the mini-player.  You may reposition the mini-player 
on your desktop and it will remember its new position.  You may double-click the status-
bar at the bottom of the mini-player to adjust the height of the status-bar.  You may set 
the mini-player to minimize to the task bar each time play is activated (set  
ñMinimize Upon Playò in the General Settings menu of the Toolbox).  You may also set 
ñShow on Top of Other Applicationsò to keep all DigiScribe menus in the forefront. 
 
You may also change the widths of the columns of the Available Work and Completed 
Work lists.  The changes will be saved automatically. 
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HELPFUL HINTS 

 
For your convenience the current dictationôs demographic data is shown in the status-
bar at the bottom of the mini-player.  This data includes the File Number, Priority Status, 
Author Name, Department Number, Work-type Number, Reference Number, and Date 
of Dictation.  You may double-click on the status-bar to adjust its height; and hover over 
its fields to see additional demographic data such as the Author PIN and the Time of 
Dictation. 

 

  
 

 
 
 
 
 

Slide the volume control to adjust the playback volume.  Slide the speed control to 
adjust the playback speed or click ñ^ò to return the speed control to normal speed.  Click 
ñToolboxò to adjust any of DigiScribeôs settings.  Click ñReferenceò to change the data in 
the dictationôs Reference field to correct it or to enter a short note of up to 15 characters. 
 

Click ñSkipò to skip the current dictation and return it to the Available Work list.  Click 
ñSaveò to mark the current dictation Saved, to bookmark its current position, and to 
return it to the Available Work list.  Click ñCompletedò to mark the current dictation 
Completed and to send it to the Completed Work list. 
 
From the File menu, click ñChange the Wallpaperò to change the mini-playerôs 
background wallpaper. 

 
When a video file is selected, a video window will open, as shown in the example 
above.  You may click Enlarge to make the video window larger.  And you may click 
Snapshot to save a bitmap (.bmp) file of the current video frame. 
 
 

You can also customize the operation of your DigiScribe with a whole host of 
adjustments and special features.  These are described later in this manual. 
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SHOW WORK ï AVAILABLE WORK 

 
The Available Work list shows the dictations that are available to be transcribed.  It 
shows all priority dictations first, in red, top-down from the oldest to the newest.  Then it 
displays all non-priorities, top-down from the oldest to the newest.  It also indicates your 
saved dictations. 

 
 
 
 
Click a column header to re-
sort the dictation list by that 
criterion. 
 
Click ñRefreshò to refresh the 
list to include new dictations 
that have recently come in. 
 
Each time Completed, Save 
or Skip is clicked, the list is 
automatically refreshed. 
 

To see Available work that is in a different Work Pool, select a different Work Pool Filter 
from the Work Pool Filter drop-down box.  To select work from a CD or DVD drive, from 
a Handheld Recorder or Memory Card, from a Network Folder, or from another location, 
click the Browse key. 
 
If a column is too narrow to display all the characters in it, you may readjust its width by 
clicking and dragging the line between columns in the columnôs header.  The new 
column width will be remembered automatically. 
 
Click ñOpen Reportsò to open a report showing the content of the Available Work list. 
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SHOW WORK ï COMPLETED WORK 

 
The Completed Work list shows the dictations that you have already transcribed and 
marked Completed. 

 
 
 
 
 
 
 
 
 
Click on a file and then click 
ñReturn to Availableò to 
return a Completed dictation 
to the Available Work list.   
 
 
 
 

To see Completed Work that is in a different Work Pool, select a different Work Pool 
Filter from the Work Pool Filter drop-down box. 
 
Old Completed dictations are automatically deleted based on the number of days set in 
the ñDeleteò field of the Toolboxôs ñDictation File Pathsò.  Each of the 4 Work Pool paths 
may be set with its own ñDeleteò parameter from 1 to 99 days.  If a ñDeleteò parameter is 
set to 0, automatic deletion of old completed dictation files from that path is disabled. 
 
You may also manually delete Completed dictations from the Completed Work list.  To 
delete one file from this list, click on it and then click ñDelete Oneò.  To delete all files 
from this list, click ñDelete Allò. 
 
If a column is too narrow to display all the characters in it, you may readjust its width by 
clicking and dragging the line between columns in the columnôs header.  The new 
column width will be remembered automatically. 
 
Click ñOpen Reportsò to open a report showing the content of the Completed Work list. 
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SHOW WORK ï FTP DOWNLOADABLE WORK 

 
The FTP Downloadable Work menu lets you download work from up to 25 FTP sites or 
FTP folders. 

 
Choose the FTP Site you wish to download 
from and then click ñConnectò.  Then select 
the files to download and click ñDownloadò.  
The downloaded files are placed into the 
current Work Pool Filterôs path. 
 

Click ñHaltò to halt further downloading after 
the current download is complete.  Once all 
the queued dictations are downloaded, the 
connection to the FTP Site is disconnected.  
 

 
 
The downloaded files are 
placed into the current Work 
Pool Filterôs path. 
 
Check ñAutomatically download 
all files upon Connectò (in the 
Toolboxôs ñFTP Site Settingsò) 
to automatically Download all 
files upon connecting to an FTP 
Site. 
 

Check ñMBò to include the file 
size (in megabytes) in the list. 
 

In the ñFiles on FTP Siteò list on the left side of this menu, click on the files you want to 
download.  If you want to take any files out of the ñFiles Queued for Downloadò list on 
the right side of this menu, click on those files.  To move all files at once from one list to 
the other, click on the arrow between the lists. 
 

The drop-down box to the left of the MB checkbox lets you select the types of files to 
show in the ñFiles on FTP Siteò list.  You can choose to show ALL FILES, or just 
PRIORITY FILES, or just WAV, MP3, WMA, or DSS/Transporter-DS2 files. 
 
After clicking ñConnectò, if no files are available, you will remain connected so that you 
may click ñRefreshò to check for files later, or you may click ñDisconnectò. 
 


