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Olympus Dictation Delivery Service

A Guide for Customer Accounts

Introduction

This document contains set up and configuration guides for ODDS (Olympus Dictation
Delivery Service) Customer Accounts. This manual helps to assist customers with setting up
their ODDS account, ordering, activating, configuring and renewing Olympus Dictation
Delivery licenses, and even steps to integrate your smartphone dictations into Olympus’
professional dictation and transcription software.
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Customers Guide to setup a Trial for
ODDS

The very first step to use ODDS is to setup a trial. The trial period is up to 30 days. Every
Customer Account will be given a trial license for up to 100 users.

Account Creation for a Single User

This section explains the steps to setup a Customer Account for a Single User. If you are a
Group User, refer to the section “Account Creation for Group Users”.

In order to start using ODDS, new customers are requested to download the Olympus
Dictation App from Apple Store or Google Play. Once the App for iOS or Android is installed
on your smartphone, you are ready to subscribe for a trial.

For iPhone: Search for ‘Olympus Dictation’ in Apple Store.
For Android: Search for ‘Olympus Dictation’ in Google Play.

Start the Olympus Dictation App and follow the steps as shown below. The popup message
will be shown upon starting your App.

2 9
o

Back Recordings
X
Important Notification For new users
Thank you for using the Olympus Dictation Please tap the button below if this is your first
App. time to register for the Olympus Dictation

Delivery Service.

Beginning with Olympus Dictation Version

2.0.0, the ability to send Dictations by E-mail » s

has been migrated to Olympus Dictation
Delivery Service (ODDS). Your Dictations will

For users that have a existing
Company Account

be sent via an external server managed by
ODDS.

Please register for an ODDS trial. During the
trial period, you will be able to test the full

functionality of the service. If you already have a Company Account,

please tap the button below to complete your

After your 60-day trial, you will be required to registration.

purchase an annual license in order to

continue using the ODDS. Please confirm the following information with

your administrator and enter the information
in the next screen.

. Account ID

. Password for ODDS

. Your E-mail Address
Next
Complete User Registration

Tap the Next button to sign up for the trial
now.

Select “Start Initial Registration”.
You will be requested to enter your Account Detail in the following screen.
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1. Account Registration for Dictation Delivery Service

The Account for Dictation Delivery Service may be used by multiple users. In this
screen, register your information for the Olympus Dictation Delivery Service.

No 5 & 8:38

< Back Account Registration

Account Registration for Dictation
Delivery Service

Please enter your company name or your
persumal name

Please create your Account ID. The ID must
be less than 266 letters.

Please set a password for your Account. The
password must be between 8 and 24
characters, containing at least one letter,
one number, and one special character.

Please enter an E-mail Address for your
Account. This E-mail Address can also be
used for the first Author using the Dictation
App.

Name

Please select a name for your Account. This is the name
which your account will display within the Olympus Dictation
Portal.

Account ID

Please select an Account ID which will be used to log into the
Olympus Dictation Portal. This Account ID will also be used to
activate your user's ODDS Smartphone Licenses.

Account Password
Please select a Password which will be used to log into the
Olympus Dictation Portal.

E-mail Address

Please confirm your e-mail address. This e-mail address will
receive all communication and notifications from the Olympus
Dictation Portal.

2. User Registration for Dictation App

In this screen, enter your information to setup the App on your smartphone. This is
separate to the Account Registration of ODDS.

N i 8:39

< Back Account Registration

User Registration for Dictation App

Please enter the E-mail Address for the
Author who will use the Dictation App.

Please set an ID for the Author. Dictation
files will be tagged with the Author ID. The
ID must be between 1 and 16 letters,
numbers or underbars.

Email Address

Dictation files will be sent via ODDS with this e-mail address
information when you send the Dictation files from the App.
It is also used to identify the user in the system.

Author ID

Specify an Author ID. This ID will be used to identify and
manage dictation files in the workflow. The first 4 characters
of the Author ID are used for file naming.

Destination for Dictations
You can select either sending dictation files via e-mail or
sharing dictations file over OneDrive cloud storage.

If you select e-mail, dictation files will be sent to this e-mail
address from the App. If you wish to add multiple
destinations, set these up from the Olympus Dictation Portal.
(Refer to section: E-mail Delivery Settings)

If you select OneDrive, you will be requested to setup your
OneDrive account information and the folder to share your
dictation files in the next screen.

-6-
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® Setting up OneDrive account

If you wish to share your dictations over OneDrive cloud storage, you will need to setup
your OneDrive account information from the Olympus Dictation App. Follow the steps

below.
Tap E-mail. Select Cloud Storage and tap Back.

N Wdr o 58

Send Method

Account Registration

—
A
4)
Y

User Registration for Dictation App

Cloud Storage

Select Cloud

Tap the [+] button 1o select Cloud storage (i OneDrive

User Registration for Dictation App

Send Method

Configure Cieud Settngs

nfigure Cloud Storage
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Give permission for access and sign in to OneDrive account.

o X & @ .microsoftonlinecom A (" Cancel @ microsofionline.com
=. Microsoft =' Microsoft
Ben ford@am-dhgt alsolutiont com AN A MK Com
Permissions requested Are you trying to sign in to
Olympus Dictation QOlympus Dictation?
“Dictation” Wants to Use ﬂ Oey contimes I vou downioaded the soo i
_m_!“m" _{‘,ﬂrl'[. ® , Y COMTINLE IF yOu COwmnd: the app rom
2, & store of webste that you trust
Sign In This app would Nl to

Wiarey your Basas g

This alloss he s and wabsie o
e icemainlos Bhicen SoiE P 1l et 15 e e s
Cance r

Mairiale seoess 32 dats you have phven it scosss

Choose or create a folder to upload your dictation files. Once you have specified a folder
you will be guided to the next step.

Chaase of ereate a folder 1o updoad
dictation files from the Olymipus Dictation
Delivery Service

P Artachrments

_] Microsoft Teams Chat Files

Setting up your OneDrive account information cannot be done through
the Olympus Dictation Portal as OneDrive password is regarded a
personal information.
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3. Password for Dictation Delivery Service

This password is used to activate your App for ODDS.

No S & 8:42

¢ Back Account Registration

Be a Minimum of 8 characters or Maximum of 24
characters in length

Contain at least one Number
Contain at least one Symbol

_@

Password for Dictation Delivery Service

&
Please set a password for the Dictation
Delivery Service.

The password must be between 8 and 24
characters, containing at least one letter,
one number, and one special character.

o Note: This is a different password than the one set up
for the Olympus Dictation Portal.

4. Confirmation

< Back Account Registration

Review and Agree to Terms of Use

Click ‘Terms of Use’ to review the Terms of Use for the
Olympus Dictation Delivery Service.

Tick the Box to agree to the Terms of Use.

Confirmation

Account Information

Once you have completed all necessary information, press the
[Register] Button to complete your account setup.

You will receive an e-mail notification with the subject ‘ODDS:
Account Registration Completed [C-106], sent to the e-mail
address you have registered to your account.

User Information for App

Password for Dictation Delivery Service

Tap here to read the

for ODDS

Register
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Account Creation for Group Users

This section explains the steps to setup a Customer Account for Group Users. If you are a
Single User, refer to the section “Account Creation for a Single User”.

In order to setup a trial for Group Users, please click on the link to access the Olympus
Dictation Portal. https://www.dictation-portal.com/

OLYMPUS

Olympus Dictation Portal

Account 1D
admin

Passwaord

SEERRRERRRDEES

Forgot Password Reset

Language
English

New User Registrati%
Please sign up to use the Olympuf Dictation Delivery Service.

Select “New User Registration”. You will be requested to enter your Account Detail in the
following screen.

1. Account Registration for Dictation Delivery Service

OLYMPUS

Olympus Dictation Portal

Step1
Register Account and User

Register Account for Dictation Delivery Service

*Company Name
Please enter your company name or your personal name.

=Account ID
Please create your Account ID. The ID must be less than 256 letters.

o
*Account Password Please set a password for your Account. The password must be between 8 and 24 characters, containing at
leasi one letter, one number, and one special characier.

=Account E-mail Address
Please enter an E-mail Address for your Account.

Requirements for each field are as follows;

|

-10-
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@ Mandatory fields are identified by an asterisk (*) next to the field name.

® Company Name

*Company Mame
Please enter your company name or your personal name.

Please select a name for your Account. This is the name which your account will be
displayed as within the Olympus Dictation Portal. This is just a displayed name and is
not to be confused with the Account ID.

® AccountlID

*Account ID
Please create your Account ID. The ID must be less than 268 letters.

Please select an Account ID which will be used to log into the Olympus Dictation
Portal. This Account ID will also be used to activate your user’'s Olympus Dictation

App.

® Account Password

i

*Account Password Please set a password for your Account. The password must be between & and 24 characters, containing at
least one letter. one number, and one special character.

Please select a Password which will be used to log into the Olympus Dictation Portal.
By clicking the eye icon, you may confirm the entered information.

- Be a Minimum of 8 characters or Maximum of 24 characters in length

- Contain at least one Number
-  Contain at least one Symbol

® Account E-mail Address

*Account E-mail Address
Please enter an E-mail Address for your Account.

Please confirm your e-mail address. This e-mail address will receive all
communication and notifications from the Olympus Dictation Portal.

-11-
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® User Registration for Dictation App

Register User Information for Dictation App

*Author 1 E-mail Address
Please enter the E-mail Address for the Author who will use the Dictation App.

=Author 1 Author ID Please set an 1D for the Author. Dictation files will be tagged with the Author ID. The ID must be between 1 and
16 letters, numbers or underbars.

*File destination for Author 1 Please enter the E-mail destination for the Dictation files from Author 1. If you wish o add multiple destinations or
zend files fo a FTP Server, please setup from the Olympus Dictation Portal after you complete the initial setup

Add Author

You can add multiple Authors to be managed under the Diciation Delivery Service. Up to 100 Authors can be added during Trial.

o

Next

Requirements for each field are as follows;

m Mandatory fields are identified by an asterisk (*) next to the field name.

® Author 1 E-mail Address

*Author 1 E il Add
wtnar “mar ress Please enter the E-mail Address for the Author who will use the Dictation App.

When “Author 1” sends Dictations from the App, Dictation files will be sent via ODDS
with this e-mail address information.

® AuthorlID

*Author 1 Author ID Please set an |D for the Author. Dictafion files will be tagged with the Author ID. The ID must be between 1 and
16 letters, numbers or underbars.

Specify an Author ID for “Author 1”. This ID will be used to identify and manage
dictation files in the workflow. The first 4 characters of the Author ID are used for file
naming.

® Destination for Dictations

*File destination for Author 1 Please enter the E-mail destination for the Dictstion files from Author 1. If you wish to add multiple destinations or
send files to a FTP Server, please setup from the Olympus Dictation Portal after you complete the initial setup.

For “Author 17, Dictations will be sent to this e-mail address from the App. If you wish
to add multiple destinations, you may setup from the Olympus Dictation Portal after
the initial registration is completed. (Refer to section:_E-mail Delivery Settings under
New ODDS License Settings)

-12 -
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OLYMPUS

If you wish to use OneDrive setup the account from the app. Setting up
your OneDrive account information cannot be done through the
Olympus Dictation Portal as OneDrive password is regarded a
personal information.

® Add Author

Add Author

You can add multiple Authors fo be managed under the Dictation Delivery Service. Up to 100 Authors can be added during Trial.

@

Please click the plus icon to add multiple Authors. You may add up to 100 Authors
during the trial. The second Author will be shown as “Author 2.

2. Register License Information

OLYMPUS

Olympus Dictation Portal

Step1

Step2

Register Account and User Register License Information

Register License Information

*Password for Dictation
Delivery Service

@
Please set a password for Dictation Delivery Service. This password will be used by all smartphones under
this service in order to send Dictations. The password must be between & and 24 characters, containing at least
one letter, one number, and one special character.

Order License

[]Order Licenses for Dictation Delivery Service
If you wish to purchase annual ODDS licenses, please put a check mark and fill out the following section.

Number of Licenses

Please enter the number of licenses you wish to purchase.

Select Country

o

Please select the country where you are based. If you cannot find your country from the pull down, please select
the nearest country.

Select Dealer

Please select the dealer you wish to purchase the license from.

Link to Dealer Locater

Requirements for each field are as follows;

m Mandatory fields are identified by an asterisk (*) next to the field name.

-13 -
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® Password for Dictation Delivery Service

@
“Password for Dictation Please set a password for Dictation Delivery Service. This password will be used by all smartphones under
Delivery Service this service in order to send Dictations. The password must be between & and 24 characters, containing at least
one letter, one number, and one special character.
This password is used to activate your App for ODDS
- Be a Minimum of 8 characters or Maximum of 24 characters in length
- Contain at least one Number
- Contain at least one Symbol
® Order License
) []Order Licenses for Dictation Delivery Service
Order License If you wish to purchase annual ODDS licenses, please put a check mark and fill out the following section.
If you wish to purchase the license at this time, Tick the Box and fill out the remaining
items. The trial period of 30 days will be skipped.
® Number of Licenses
Number of Licenses Please enter the number of licenses you wish to purchase.
Enter the number of licenses you wish to purchase. Every user will need a license.
You may skip this field if you are not purchasing the license at this time.
® Select Country
Select Country Please select the country where you are based. If you cannot find your country from the pull down, please select
the nearest country.

Select the country you are based. Dealers located in your area will be shown in the
next field. You may skip this field if you are not purchasing the license at this time.

® Select Dealer

Select Dealer Please select the dealer you wish to purchase the license from.

Link to Dealer Locater

Select a dealer you prefer to purchase from. You can search a dealer from the
Dealer Locater. You may skip this field if you are not purchasing the license at this
time.

-14 -
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3. Confirmation Screen

OLYMPUS

Olympus Dictation Portal

Step1 Step2 Step3
Register Account and User Register License Information Confirmation

Account for Dictation Delivery Service

Company Name i
Account ID i
Account Password memeEE R
Account E-mail Address - o

User Information for Dictation App

Author 1 E-mail Address iman N

Author 1 Author ID

File destination for Author 1

License Information

T

Password for Dictation Delivery Service

Number of Licenses

Select Country

Select Dealer

Click here to read the Terms of Use for ODDS.

[] Yes, | agree to the terms of use.

Edit Register

® Review and Agree to Terms of Use

Click here to read the Terms of Use for ODDS.

[] Yes, | agree to the terms of use.

Click ‘Terms of Use’ to review the Terms of Use for the Olympus Dictation Delivery
Service. Once you confirm the Terms of Use, then you can Tick the Box to agree to
the Terms of Use.

Press the [Register] Button to confirm your registration.

You will receive an e-mail notification with the subject ‘ODDS: Account Registration
Completed [C-1067, sent to the e-mail address you have registered to your account.

-15-
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Customers Guide to Activating ODDS
License on Olympus Dictation App.

Activating an ODDS License

If you are a Single User and if you created your Account from the Olympus Dictation App
directly, your App has already been activated. You may skip this section.

If you are a Group User and if you created your Account from the Olympus Dictation Portal,
the Olympus Dictation App needs to be activated for each user. Follow the steps described
in this section to activate the App.

In order to start using ODDS, users are requested to download the Olympus Dictation App
from Apple Store or Google Play. Once the App for iOS or Android is installed on the
smartphone, you are ready to subscribe for a trial.

For iPhone: Search for ‘Olympus Dictation’ in Apple Store
For Android: Search for ‘Olympus Dictation’ in Google Play

Start the Olympus Dictation App and follow the steps as shown below. The popup message
will be shown upon starting your App.

Ho Si = 8:37 8:37

Back Recordings i K Recordings
X
Important Notification For new users
Thank you for using the Olympus Dictation Please tap the button below if this is your first
App. time to register for the Olympus Dictation

Delivery Service.
Beginning with Olympus Dictation Version

2.0.0, the ability to send Dictations by E-mail n ) )
has been migrated to Olympus Dictation Start Initial Registration
Delivery Service (ODDS). Your Dictations will

be sent via an external server managed by
QoDDs.

For users that have a existing
Company Account

Please register for an ODDS trial. During the
trial period, you will be able to test the full

functionality of the service. If you already have a Company Account,

please tap the button below to complete your

After your 60-day trial, you will be required to registration.

purchase an annual license in order to

continue using the ODDS. Please confirm the following information with

your administrator and enter the infermation
in the next screen.

. Account ID

. Password for ODDS

. Your E-mail Address
Complete User Registration I

Tap the Next button to sign up for the trial
now.

Select “Complete User Registration”.
Users are requested to enter their information to activate the App in the following screen.

-16 -
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il docomo T & 10:47

¢ Back Server Settings

Account ID

Password

E-mail

Author ID

Recipients

Cloud Drive

® Account ID

The Account ID is the ID which is used to log into the Olympus
Dictation Portal.

Refer to section: Account ID

[ Password for Dictation Delivery Service

The Password for Dictation Delivery Service is different to your
login password for Olympus Dictation Portal.

Refer to section: ODDS Password

[ E-mail for the Author (User)
Refer to section: Author’s E-mail

) OneDrive
Refer to section: Setting up OneDrive account.

Sever settings can also be configured from Option Settings except for
OneDrive. OneDrive settings must be configured from the Olympus
Dictation App.

To manually set recipients, press [Recipients]. The Recipient List will be shown.

all docomo = = 10:47

¢ Back Server Settings

Account ID

Password

E-mail

Author ID

Recipients

Cloud Drive

No IV & 8:53

< Server Settings Recipients

Use Portal Settings (Default)
Typist A <ODDS_test_inc_A@gmail.com> J

Typist B <ODDS_test_inc_B@gmail.com>

Typist C <ODDS_test_inc_C@gmail.com>

Recipients can be added, edited and deleted by the user. To Edit or Delete an existing
recipient, select them and press [Edit] / [Delete].

Once completed, press the [Check Server Connection] Button.

The ‘Server Connection Successful’ dialog will be displayed and the Smartphone is now

activated.

-17 -
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Customers Guide to Ordering Standard
Licenses

After the trial period of 30 days, users are required to purchase a Standard License to
continue using the Olympus Dictation Delivery Service.

Regardless of if you are a Single User or a Group User, ordering the Standard Licenses will
need to be done through the Olympus Dictation Portal. Please click on the link to access the
Olympus Dictation Portal. https://www.dictation-portal.com/

OLYMPUS

Olympus Dictation Portal

ALLUUNTTLY

Forgot Password Reset

Language

English v

New User Registration

Please sign up to use the Olympus Dictation Delivery Service.

ODDS Account ID and Password has been registered when you registered for an ODDS
Trial. In case you lost your Account ID and Password, click on the “Forgot Password”.

Select your Olympus Dealer and Order Licenses

From the Dashboard on the right side of the screen, select [Order Standard License(s)].
Select the country you are based. Dealers located in your area will be shown in the next

field. Then, select a dealer you prefer to purchase from. You can search a dealer from the
Dealer Locater. Once you have selected your preferred dealer, press the [Save] Button.

-18 -
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Dashboard

{ @Drder Standard License(s}

Before issuing an order, select
your country and select the
nearest Dealer. The nearest
Dealer can be confirmed from
the Dealer Locator link.

Countoy-

United States

Dealer:

Dealer Locater:
Dealer Locater

Save

A Window will be displayed confirming the success of the Dealer Selection. Press the [OK]
Button.

Save

Success

ES

In the blank field next to the Order button, enter in the number of Licenses you require and
press the [Order] Button.

Dashboard

@ Order Standard License(s})
Please enter the number of
licenses you wish to order, then
click the Order button. Once
submitted your Olympus dealer
will be notified.

Order

A Confirmation Window will be displayed prompting you to confirm that you wish to order the
requested number of Standard Licenses. Press the [OK] Button to confirm your order.

-19 -



professional dictation OLYMPUS
digital rconding
Confirmation

| Are you sure you want to order 5 Standard license/s?

(0] 4 I Cancel

A Window will be displayed confirming the success of your order. Press the [OK] Button.
Your Olympus Dealer will then receive an E-mail to confirm that your order has been placed.

1

Order

| Success

=

Once you have finalized the purchase of your ODDS Standard Licenses with your Olympus
Dealer. The Standard Licenses will be issued to your account and you will receive the
“Standard License Issue Notification [C-003]” E-mail notification as confirmation.

ODDS: License Issued [C-003]

From Olympus Dictation Delivery Service <odp_notice@dictation-portal.com>
Dear Test Legal Company,
Thank you for purchasing the license/s for the Olympus Dictation Delivery Service (ODDS).
This email is to confirm that your license order has been fulfiled by ODDS Test Dealer.
Please find details for this order below.

*Number of Licenses Issued: 5

- License Expiration Date: 2/15/2021
+ PO Number: 123456789

Item Number: admin item number

To start using the ODDS App on your smartphone, please input the following information into the Settings
of the App to activate the service.

*Account: Test_Legal_Company
*Password: Your Dictation Delivery Password.
-Email: The app user's e-mail address

If you received this e-mail in error, please delete this e-mail from your system.
This is an automatically generated e-mail, please do not reply.

Please contactus from the link below.

https://www dictation-portal.com/ContactUs
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Cancelling an Unprocessed Order

In the case where your order has not yet been processed by your dealer, or if you have
inadvertently ordered an incorrect amount, you are able to use the Cancel Order function on
the Dashboard to cancel your order.

From the Dashboard select [Cancel order].

If you have outstanding orders for licenses, the number of licenses ordered will be listed
here. (If no licenses are listed, there are no orders outstanding.)

Press the [Cancel order] button to cancel your order.

CEHEE| order

Orders can be canceled if they
have not been processed by your
Olympus dealer. To cancel the
orders, click the Cancel Order
button.

Mumber of cancelled
licenses:5

Cancel order

The following Confirmation window is shown. Press the [OK] button to confirm your order
cancellation.

Confirmation

Do you want to cancel your license order?

L TR —————————————————————————
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Customers Guide to Enabling Dealer
Management of ODDS Licenses

Enabling Dealer Management

This function allows you to grant or remove authority for your Olympus dealer to manage
your smartphone app licenses on your behalf.

This function is particularly useful for novice users where there is difficulty in navigating the
Olympus Dictation Portal (ODP).

To Enable Dealer Management

From the Dashboard, select [Enable Dealer Management].

Dashboard
'C‘:’:' Order Standard License(s)

(%) Renew License(s)

(V) Cancel Order

IC\:I:I Mew ODDS License Settings
(v) Edit Existing ODDS License
Settings
nahle Dealer Management
IC\:I:I Change ODDS Password

Press the [Enable] button.

[;_s) Enable Dealer Management
Grant authority for your
Olympus dealer to manage
your smartphone app licence
settings on your behalf. To
give authority, click the
Enable button below. To
remove authority, click the
Disable button.

Current Status:Disable

Enable Disable

The following confirmation window is shown. Press the [OK] button to confirm dealer
management of your licenses.
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Confirmation

By granting authority to your Qlympus dealer, you accept that they will be able to make changes to your

smartphone app licence settings on your behalf. Enable dealer management?

Transfer Account Authority

Success

To Disable Dealer Management

If Dealer Management has been enabled, and you wish to remove authority for your dealer
to manage your account, you can disable the dealer management function.

From the Dashboard, select [Enable Dealer Management].

Dashboard

@ Order Standard License(s)
@ Renew License(s)
@ Cancel Order
@ New ODDS License Settings
() Edit Existing ODDS License
Settings

nable Dealer Management
@ Change ODDS Password

Press the [Disable] button.

@ Enable Dealer Management
Grant authority for your
Olympus dealer to manage
your smartphone app licence
settings on your behalf. To
give authority, click the
Enable button below. To
remove authority, click the
Disable button.

Current Status:Enable

Enable Disable
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The following confirmation window is shown. Press the [OK] button to confirm removal of
dealer management of your licenses.

Confirmation

Remove authority for your Olympus dealer to manage your smartphone app licences?

Cancel

Transfer Account Authority

Success

D |
-24-
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Customers Guide to Configuring ODDS
License Settings

Allocate Standard Licenses to existing users registered for
Trial

If Standard Licenses have been issued by your Dealer, then login to Olympus Dictation
Portal, and you will be prompted to allocate those licenses to users that have been
registered for a trial.

The following Confirmation window is shown. Press the [YES] button to proceed to the next
screen.

r h |

Confirmation

| Are you sure you want to allocate Standard License(s) to the selected users?

-

Tick the box for users that will continue using ODDS with a Standard License.

Choose User Settings

ISelect users from the list according to the number of Standard License(s) you have purchased.

Send
[]ModelVersion E-mail Last Connected FormatEncryption  AuthorID Job NumberWorktype List
[ Method

DSs2
—- john.smith1@olympus.com — E-mail @P) No JOHN_SMITH1 —

D52
— E-mail No =
(QP)

D52
E-mail | No -
(Qr)

DS2
— E-mail No —
(QP)

DSs2
— E-mail | No -
(QP)

Ds2
— E-mail | No -
(QP)
DSs2
- E-mail | No -
(QP)

Ds2
—- E-mail No — — o

P
o I

DDDDDDD@
|
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Configuring a New ODDS License Settings

From the Dashboard, select [New ODDS License Settings]

Dashboard
'C‘:’:' Order Standard License(s)

(%) Renew License(s)

(V) Cancel Order

@ ew ODDS License Settings
(\) Edit Existing ODDS License
Settings

Ii\:r:l Enable Dealer Management
IC\:I:I Change ODDS Password

In the User List select a license from the list of Standard Licenses by checking the box next
to an unassigned license.

Last License License | Send Worktype
UUID ModelVersion E-mail LicenseActivate FormatEncryption| Author ID
Connected Activated ExpirationMethod List
S.tandard = — — 2 0 2/17/2020 2/18/2021 ---
License
. . | Ds2
0 - — — john.smith1@olympus.com - — -— 201712020 2/18/2021 E-mail @P) No JOHN_SMITH1| —
D32 High

— - — - - - 2M17/2020 2/18/2021 E-mail - -

@_ (QP)  (256Dit)

m An unassigned license will not have an E-mail listed in the above table.

Press the [Edit] Button.

(J}) New ODDS License Settings
To configure settings for a
new user, select a license
from the list of Standard
Licenses in the list, and click
the Edit button below.

Edit
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The Edit User Information Window will be displayed. Here you are able to configure the
desired settings for the new smartphone app license.

Edit User Information

License Type Standard License v | 1licenses available

Specify the Author's E-mail Address. This address is used to activate the

. users license
E-mail Address

Send Method E-mail ] FTP [ OneDrive

Destination E-mail

| |Address E-mail Seffings
| |Format O DSS O D52 (SP)@® DS2 (QP)
Encryption O Mo © Standard (128bit) ® High (256bit)
. Password Type from 4 to 16 characters

Confirm Password

Author ID

. Worktype List

........

Assigning an E-mail Address

Each user must be assigned a unique e-mail address for their smartphone license.
This e-mail address has two roles: one is to identify the user, and the other is to receive
delivery error email notifications.

1. From the Edit Smartphone Window, Enter in the email address of the user manually

into the field next to ‘E-mail Address’, or press the [...] Button to add it to your
Address Book.

Edit User Information

License Type Standard License ~ | 4 licenses available

Specify the Author's E-mail Address. This address is used to activate the user's

E-mail Address license.

John_Smith@olympus_com| P

2. The Address Book Window will be shown. Press the [Add Destination] Button.
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‘ Address Book |
Address Book: Import
| Name E-mail Address
il 3
Add Destination Edit Delete

3. Enterthe Disblay Name and Email Address of the user and preés the [OK] Button to
continue.

| Add Destination |

*Name John Smith ‘

*E-mail Address john_smith@olympus_com ‘

4. The user’s email address details will now be displayed in the Address Book. Highlight
the user from the list and press the [OK] Button to continue.

Address Book |

Address Book:

Import

E-mail Address

Add Destination Edit Delete

| OK Cancel |

Setting the Delivery Method of Dictations

This option will allow you to select the desired delivery method of dictation files. You can
choose from E-mail, FTP and/or OneDrive. By selecting two or more options, Smartphone
users will be prompted to select from the selected options when they send a dictation file
from the Olympus Dictation App.
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E-mail Delivery Settings

From the check box next to ‘Send Method’ select E-mail. Should you have a single
recipient you can manually type the recipient’s e-mail address into the field next to
‘Recipient E-mail Address’.

Send Method

@ E-mail (] FTP [ OneDrive

Destination E-mail
Address

[-i ane smith@olympus. com

E-mai Sattings

add recipients to the Address Book.

Alternatively, should you have multiple recipients press the [E-mail Settings] button to

Send Method

E-mail (] FTP (O OneDrive

Destination E-mail
Address

[E—mail Settings ]

The E-mail Settings Window is shown. Press the [TO] Button to select a recipient.

E-mail Settings

Subject:

Message:

Dictation

Sent from Olympus Dictation Delivery
System

o

In the following E-mail Address Window, select a recipient from the Address Book

and press the [TO:->] Button. Repeat this process to add [CC:->] or [BCC:->]
recipients. Press the [OK] Button to continue.
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E-mail Address

Address Book: Import Message Recipients:

- Name . E-mail Address " 10 = ;jane Smith o

Jane Smith jar th@olympus.com i

3 >

| | Add Destination Edit Delete - =

CC =
BCC > i

Delete

If an intended recipient is not available from the Address Book, press the
[New Contact] Button and follow steps 2. to 3. of ‘Assigning an E-Mail
Address’.

Should you wish to, you can change the default Subject and Message Body. This will
be received by all recipients entered. Press the [OK] Button to save your settings.

E-mail Settings

TO Jane Smith,
CC
BCC
Subject: | Dictation |
Sent from Olympus Dictation Delivery
Service.
Message:
m Cancel
B
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FTP Delivery Settings

From the check box next to ‘Send Method’ select [FTP]. The ‘FTP Profile’ section will
be shown below. Press the [Add] button.

Send Method | E-mail@FTP (J OneDrive

FTP Profile

The FTP Profile Window is shown. Here the details of the users FTP server can be
configured and a directory for their dictation can be chosen. Press the [OK] button to
confirm the settings.

FTP Profile

Profile Name : | John FTP

Login Information

Login ID ;| John_FTP

Password : || e

Server Information

Protocol : | FTP v

Address : | ftp.johnhg.com

Port : | 21

Passive Mode : | »

OneDrive Settings

By selecting this option, you can activate the OneDrive function. OneDrive account
information needs to enter through the Olympus Dictation App as the account
password is regarded as personal information for the user. When the user setup the
folder path of the OneDrive account, the information will be shown in the OneDrive

Settings field.
Send Method |0 E-mail [3 FTP@ OneDrive
OneDrive Not configured
Settings

L TR —————————————————————————
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File Format and Encryption Settings

Dictation files can be sent in either DSS or DSS Pro (.DS2) format. DSS Pro files can be
encrypted in Standard (128 Bit) or High (256 Bit) encryption. An encryption password must
be set.

Choose a file format from the radio button options. Should an Encryption level be selected,
you will need to specify a password for decryption.

Format

| | Encryption

) No ( Y=o :
Password l lT\,rpe from 4 to 16 characters.

Confirm Password

Choose a password that is 4 to 16 characters in length. The password must be the same for
both the ‘Password’ and ‘Confirm Password’ fields.

Author ID Setting

The Author Setting allows you to set the Author ID for the Smartphone user. This Author ID
will be registered in the Job Data of all dictation files for the user.

Author ID

The first 4 characters of the Author ID will be used for the first part of dictation file name.
(e.g. JSSMI0010.DS2)

Configuring a Worktype List

Worktype IDs, like Author IDs are used to classify dictation files. This allows for easier
management of dictation files by transcriptionists. You are able to pre-configure Lists of
Worktype IDs within the Olympus Dictation Portal.

Press the [Add] Button to create a new Worktype List.

Worktype List

IR ———————————————————
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The Add Worktype List Window is shown. Enter in the name of your List and press the [Add]

Button.

Add Worktype List

[

Converyancing

]

Edit l Add || Remave Up Down

OK

Cancel

In the Add Worktype Window specify the name of the Worktype ID and press the [OK]

Button.

Add Worktype

T

I Cancel |

The specified Worktype ID will now be shown in the Add Worktype List Window. Repeat the
same process to add additional Worktype IDs and press the [OK] Button to continue.

Add Worktype List

Converyancing

LETTER

MEMO

REPORT

EMAIL

FAX

Edit Add Remave

Up

Down

OK

| Cancel
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Once back in the Edit Smartphone Window choose the newly configured Worktype List from
the drop down list.

[ | O Rellnove
I >

Worktype List

Saving your Configured Settings

You can review your configured settings from the Edit User Information Window. Press the
[Apply] Button to save your configured User settings. Alternatively, if you wish to configure
another new ODDS App license, press the [Next] button.

Edit User Information

Smartphone john.smith@olympus.com - JOHNSMITH ~
.

| | E-mail Address

Specify the Author's E-mail Address. This address is used to activate the user's
license.

john.smith@olympus.com

Send Method @ E-mail O FTF O Cnelrive
| |Destination E-mail jone ikh
Address E-mail Setings
Format O D850 DS2 (SP)® DS2 (QP)
Encryption O Mo O Standard {123bit) ® High (256kit)
Password ssme Type from 4 to 16 characters.

{ |Confirm Password

Author 1D

JOHNSMITH

Converyancing w

o | () oo

e

The configured Smartphone Settings are visible in the Smartphone List.

uuip FLJ Versi

Standard
License

E-mail

Last License | License
LicenseActiv:
Connected Activated Expiration

- 5 0 201412020 211412021 - — —

Send
Format Encryptior
Meth

Author ID Wi
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Configuring an Existing ODDS License Settings

From the Dashboard, select [Edit Existing ODDS License Settings]

Dashboard

I:\__r) Order Standard License(s)

(¥) Renew License(s)

':‘_’ Cancel Order

(%) New ODDS License Settings

()it Existing ODDS License
ettings

'C‘__’) Enable Dealer Management

I:\__r) Change ODDS Password

In the User List select an assigned license from the list of Standard Licenses by checking the
box next to the license.

Last License License | Send
UUID  ModelVersion E-mail LicenseActivate FormatEncryption  Author ID  Worktype List
Connected Activated ExpirationMethod
f:::::;d 5 0 21182020 21472021 —
|- - -— taro.yamada@olympus.com —- - -— 211412020 21142021 E-mail DS2 - High . TAROYAMADA Converyancing
(QP) | (256bit)
- - -— john.smith@olympus.com  —- - -— 211472020 21142021 E-mail e High. JOHNSMITH  Converyancing
(QP)  (256bit)

Press the [Edit] Button.

() Edit Existing ODDS License
Settings
To edit settings for an
existing user, select a license
from the list of Standard
Licenses in the list, and click
the Edit button below.

The Edit User Information Window will be displayed. Here you are able to configure the
desired settings for the existing smartphone app license by following the same configuration
steps for configuring new smartphone app settings.

L TR —————————————————————————
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Edit User Information

Smartphone john.smith@olympus.com - JOHNSMITH ~

License Type

Specify the Author's E-mail Address. This address is used to activate the user's
license.

| | E-mail Address
john.smith@olympus.com

Send Method @ E-mail O FTF O Cnelrive
| |Destination E-mail jane.smith

Address E-mail Seiings

Format O DSS O DS2 (SP)® DS2 (QP)

Encryption ) Mo O Standard (128bit) ® High (256kit)

Password ssme Type from 4 to 16 characters.
{ |Confirm Password semw

Author ID JOHNSMITH

Converyancing W

Back Mext Close

Should you wish to configure multiple existing smartphone licenses, you can select the
license to configure by selecting the assigned smartphone details from the ‘Smartphone’
drop down box.

Edit User Information

Smartphone taro.yamada(@olympus.com - TAROYAMADA
‘ john.smith@olympus.com - JOHNSMITH |

Alternatively pressing the [Back] or [Next] Buttons will cycle through the available existing
smartphone licenses.

License Type

Author ID JOHNSMITH

‘ Converyancing % |

l Ba-::kl l Ne:ﬁl Close

Please refer to ‘ODDS Customers Guide - 8. Bulk Configuring Smartphone User
Settings’ for more information on configuring large numbers of users.
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Customers Guide to setup OneDrive
from Server Settings

If you wish to change your setting to share dictations via OneDrive, you will need to
setup your OneDrive account information from the Olympus Dictation App. Follow the
steps below.

Tap Use Cloud Drive. Then tap the + button, then tap OneDrive.

il docomo = = 10:47

v L] -

€ Back Server Settings

Account ID

Password

E-mail

Author ID

Recipients

Cloud Drive

Tap the [+] button to select Cloud storage

Select Cloud

& OneDrive

Give permission for access and sign in to OneDrive account.

& .microsoftonline.com »

i @  microsoftonline.com
& OneDrive
=“'- osoft = Microsoft
Bér fordBam -t aliolutiong Com na..;"ll[,-h!'\;{i! 1 I'-:?l|'|.' o
Permissions requested Are you trying to sign in to
Olymous Dictation Olympus Dictation?
“Dictation” Wants to Use ﬂ Only continue i you downloaded the aog from
“microtoltonkne.com® to b B " e s
= & store of webste that you trust
Sign In Thia apo would B to
This silows 1he 500 800 WHDENE 1D
AR AT e B e Canced Contirug
” bt _
- aie 1" +] -
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Choose or create a folder to upload your dictation files. Then tap on Cloud.

Destination

Choose o create a folder to updoad
dictation files from the Olymipus Dictation
Delivery Service

o Daciatians¥Aulhort

B Artachrments

:_L ] Microsoft Teams Chat Files

Tap on Server Settings to return to the Server Settings screen

= BT "o

{Server Settngs  Cloud

- A

{ Back Server Settings

- Mirosol Onelrive

Daryidlon  Ductsd invie Au Bl t Account ID

Password

E-mail

Author ID

Recipients

Cloud Drive

Setting up your OneDrive account information cannot be done through
the Olympus Dictation Portal as OneDrive password is regarded a
personal information.
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Customers Guide to Renewal of

Standard Licenses
Enabling Renewal before license expires

Olympus Dictation Delivery Service (ODDS) Standard Licenses expire one year (365 days)
after being issued to a Customer. Should you wish to renew your Standard Licenses for a
further year, you will need to nominate in the Olympus Dictation Portal that you wish to
renew your licenses.

At 30 days before your Standard License expires you will receive the “License Renewal
Reminder [C-103]” e-mail notification.

ODDS: License Renewal Reminder [C-103]

From Olympus Dictation Delivery Service <odp_notice@dictation-portal.com>
Dear Test Legal Company,
Thank you for using the Olympus Dictation Delivery Service (ODDS).

Your ODDS license subscription will expire in 30 days.
Expiration Date: 12/28/2019

To continue to use the ODDS, you must enable the Renewal of your ODDS licenses within 90 days of the
expiration date.

Licenses Pending Renewal: O
To enable renewal of your Dictation Delivery Service license/s for a further 12 months:

1. Log into the Olympus Dictation Portal.

https://www.dictation-portal.com/

2. Selectthe licenses for renewal by checking the box next to them in the Smartphone List.

3. Use the [Renew License(s)] option on the Dashboard to Flag these licenses for renewal.

(A Green Check Mark next to the license in the Smartphone Listindicates that Renewal has been
enabled)

Please contact oimc_dealer10 for further assistance.

If you received this e-mail in error, please delete this e-mail from your system.
This is an automatically generated e-mail, please do not reply.

Please contact us from the link below.
https://www.dictation-portal.com/ContactUs

If no action is taken to renew your License at this time, you will receive further renewal
notification 7 days before the license expiration. Additional notifications will be sent every
day until the expiry date.
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From the Smartphone List check the box next to the licenses which you would like to renew.

Last
uuID Model Version E-mail LicenseActivateP|
Connected
- Standard 2 2 d
8B80295F-6F3F-49C7- -
BBD542A1DB8942F2 Fapad 613  selweifigee oee 6/27/2013 — — €
E88DA1A2-9B13-4784-  Muwwm e
ABE4-D1B1003E41DE Bernisiey 5.0 whign it e o en 6/17/2013 — - 6

SEETFIB/ACICATSE. w122 |shinchvihicd0Mgred com 7192013 | — | —

From the Dashboard, expand [Renew License(s)]

Dashboard

Order Standard License(s)

8 Renew License(s)

@ Cancel Order

@ MNew ODDS License Settings

(V) Edit Existing ODDS License

Settings

@ Enable Dealer Management

@ Change ODDS Password

Press the [Flag] button to enable renewal of the selected licenses.

{~) Renew License(s
Licenses for Olympus
Dictation Delivery Service
needs to be renewed every
year. To flag licenses for
renewal, please select the
user from the list, then click
the Flag button.

To remove the flags, please
select the licenses, then click
the Unflag button. You may
cancel the renewal if the
dealer had not issued the
license yet.

Flag Unflag
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The Enable Renew window is displayed. Press the [OK] Button to confirm the renewal.

' Enable Renewal

Do you want to renew your license for another year?

| OK Cancel

A Green check mark icon is now visible next to the licenses which you have chosen to
renew.

uuID Model Version E-ma3

= [ Standard

3 [*BBB0295F-6F3F-49CT-
BBD5-42A1DB8942F2

[FE88DA1A2-9B13-4784- s

iFhesa d 6.1.3  mrdictator7@gn

B | ABE4.D1B1003EA1DE | Sl | -0 | OdPtest@m2cor
[FPaT60273-cB87-4180- sy o
O efa-767ac29c64f1 pegg | 122 |tonishi@ot.olyy

At 14 days before expiry of your flagged licenses, you dealer will receive an order for the
renewal licenses. Once your order has been invoiced and processed by your dealer, you will
receive a notification email, and the renewal licenses will take effect after expiry of your
current licenses.

Enabling Renewal after license expires

You may renew your license after the expiry date as your user date will be kept in Olympus
Dictation Portal for up to 90 days after the expiry date.

When a license expires for a user, that user will be moved to Archive Group as shown

below.
uuID Model | Version E-mail Last Connected License Activate License Activated License Expiration

= [ Archive
0 - - - Sgmail.com - - - 10202018
= e
O e . —_ — — 107202018 E
Ol - i - g — - 10/202019 E
o — e e o — — — 10/202H18 E
ol— = = 10/202018 E
ol— o = = — — — 10/202018 E
ol - = —_— — - - 120208 E
0o — == oy — = — — 10/202018 E
] — i —_ P — — 102072018 E
Ol - - - — - 10/202019 E
Ol— = = — = — — 107202018 E
ol — = 10:202019 E
0o — 2 £y s, — 10/202018 E
M - - - 1NND0ME F

page 1/ 1 (100 kem) [1]

- ___________________________________________________________________________|
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To order a license for the Archived User, expand [Order Standard License(s)] from the
Dashboard.

Dashboard

?Drder Standard License(s)
w ) Renew License(s)
@Cancel Order

@ MNew ODDS License Settings
(V) Edit Existing ODDS License
Settings

@ Enable Dealer Management
@ Change ODDS Password

Enter the number of licenses for the Archived User.

Dashboard

@ Order Standard License(s}
Please enter the number of
licenses you wish to order, then
click the Order button. Once
submitted your Olympus dealer
will be notified.

Order

A Confirmation Window will be displayed prompting you to confirm that you wish to order the
requested number of Standard Licenses. Press the [OK] Button to confirm your order.

8 |

Confirmation

]' Are you sure you want to order 5 Standard license/s?

OK I Cancel

A Window will be displayed confirming the success of your order. Press the [OK] Button.
Your Olympus Dealer will then receive an E-mail to confirm that your order has been placed.

|

Order

| Success

=
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If Standard Licenses have been issued by your Dealer and then you login to Olympus
Dictation Portal, you will be prompt to allocate the licenses to the Archived User.

The following Confirmation window is shown. Press the [Yes] button to proceed to the next
screen.

Confirmation

Are you sure you want to migrate User Settings for the Archive License to Standard License(s)?

Yes No

Tick the box for the Archived Users that will continue using ODDS with a Standard License.

Choose User Settings

|Select users from the list according to the number of Standard License(s) you have purchasad

’ (| — —_— — E-mail (DQS;} No - - ~|
0 -— — —_ —_ E-mail (E:;E'F?} MNo —_ -—
o-— |[— = — E-mail 215; No - —
o-— - - -— E-mail 3;3} No -
Oi= 1 |= = - E-mail %5:} No - —
O -— — —_ —_ E-mail 3;?} No —_ -—
L= |= = - E-mail f:ji No - —
s @gmail.com — E-mail g No Q00Q0Q0e0aa =
Oo— — — — E-mail 313; No — -
o-— — - — E-mail ?QS:} No - - v
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OLYMPUS

Cancel Renewal

Should you wish to cancel the renewal of a license, check the box next to the renewed
licenses. You can cancel the renewal of a license as long as your dealer did not process
your renewal order yet.

= B8

uuID

Standard
8B80295F-6F3F49CT-
BBD5-42A1DB8942F2

. VEBSDA1A2-9B134784-
5 ABE4-D1B1003E41DE
v0a760273-c887-4180-
) aefB-767ac29c64f1

Model

W Ppiee d

A
Snrgi gl (w
LT

Version E-ma

6.1.3 mrdictator7@gm

50 odptest@m2cor

422 t_onishi@ot.oly!

From the Dashboard, expand [Renew License(s)]

w) Orde

Dashboard

Renew License(s)

w ) Cancel Order

r Standard License(s)

@ MNew ODDS License Settings
(V) Edit Existing ODDS License
Settings

@ Enable Dealer Management
@ Change ODDS Password

Press the [Unflag] button to cancel the renewal of the selected licenses.

@ Renew License(s)
Licenses for Olympus
Dictation Delivery Service
needs to be renewed every
year. To flag licenses for
renewal, please select the
user from the list, then click
the Flag button.

To remove the flags, please
select the licenses, then click
the Unflag button. You may
cancel the renewal if the
dealer had not issued the
license yet.

Flag Unflag

The Disable Renewal window is displayed. Press the [OK] Button to confirm the renewal

cancellation.
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. Disable Renewal

| Do you want to cancel license renewal?
|
1

OK Cancel

A confirmation window is displayed confirming that the cancellation of the renewal was a
success.

. Disable Renewal

| Success
|
1
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Customers Guide to Bulk Configuring

Smartphone User Settings
Configure E-mail Address Book

Adding an E-mail Contact to the Address Book

After logging into your account, press the [Settings] Button from the main menu.

OLYMPUS

Olympus Dictation Portal == Smariphone ~

Licenses Settings

o

Select the [Address Book] Tab under Options.

Licenses Settings

Settings

General | Address Book | FTP | Workiype List

Here you can view and register the E-mail addresses of all your Smartphone Users, and E-
mail addresses of recipients for Smartphone dictations.

To add a new E-mail contact press the [Add Destination] Button.

Download template file
Address Book: Import

Name . E-mail Address

{ Add Destination ] Edit Delete

I
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The New Contact window will be displayed. Enter the Display Name and Email Address of
the user and press the [OK] Button to continue.

Add Destination

*Name John Smith ‘

*E-mail Address john_smith@olympus_com ] ‘

3

The specified e-mail address details will now be displayed in the Address Book. Repeat the
same process to add additional contacts.

Download template file

Address Book: Import

Name E-mail Address

Jsonn smitn iohn.smith@olympus.com |
<

Add Destination Eaqit

Delete

Should you wish to edit or delete an existing contact from the Address Book, highlight
the contact and press the [Edit] or [Delete] button.

Once you have added your contacts press the [Save] button.

Settings

General | Address Book | FTP | Workiype List

SEVll| Cancel

Adding Multiple Contacts to the Address Book

In the case where you would like to set up a large number of e-mail contacts, the Olympus
Dictation Portal allows you to import a CSV file to create multiple e-mail contacts at once.
You can use Microsoft Excel or a text editor to create your CSV file.
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The Olympus Dictation Portal provides a Sample CSV file to download, which you can use
as a template to create your own CSV file with your e-mail contact information.

The first row or header row of the CSV file correlates to the names of the attributes (or fields)
required.

A | B (
1 Mame E-mail Address
2 |Usgrl userl@hpge.com
3 |UsgrZ userZ@hpge.com - .
| ¢ Add Destination
4 |Usgr3 user3@hpge.com
5 (Typfistl typistl@hoge.com
6 [Typfistl typist2@poge.com
. *Name
T |Userd userd@hpge.com
8 | User5 users@hpge.com “E-mail Address
9 |(Userf userb@hoge.com
10 |User? userif@hoge.com
11

To download the Sample CSV file, press ‘Download template file’. You will be prompted to
open or save the sample file.

OLYMPUS

| Download template file |
Address Book. Import
Name ' E-mail Address ' 1
|John Smith :john.smith@olympus.com
< >
Add Destination Edit Delete

Once you have created your customized CSV file with the necessary information, press the
[Import] Button.

Download template file
Address Book: Import
Name ' E-mail Address ' 1
|John Smith :john.smith@olympus.com
< >
Add Destination Edit Delete

The Choose File to Upload window is displayed. Select your CSV file to upload and press
the [Open] Button.
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Open X
<« v~ 4 I > ThisPC > Desktop v O Search Desktop Fe
Organize v New folder = mH @
d ke acrass & n ‘ :rnail_settings_import_sampl
BB Desktop d,| CSVFile
& Downloads # i e T
%] Documents # u 3 o
[&=] Pictures -
. Microsoft Edge
& Music Shortcut
u Videos 1.38 KB
7@ OneDrive R i, g,
- B
I This PC = -
Q Network
N~ v
File name: | email_settings_import_sample VI ‘Allfiles V‘
I Open I [ Cancel l

The new E-mail Contacts specified in your CSV file will be imported into the Olympus
Dictation Portal and will be displayed in the Address Book.

Download template file
Address Book: Import
Name E-mail Address :
John Smith john.smith@olympus.com
User1 user1@olympus.com
User2 user2@olympus.com
User3 user3@olympus.com
Typist1 typist1@olympus.com
Typist1 typist2@olympus.com
User4 user4(@olympus.com
User5 userS@olympus.com
User6 user6@olympus.com
User7 user?@olympus.com
< >
Add Destination Edit Delete

Once you have added your contacts press the [Save] button.

Settings

General | Address Book | FTP | Workiype List

Save Cancel
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Configure FTP Profiles

Adding an FTP Profile

Select the [FTP] Tab under Options.

Licenses Settings

Settings

General = Address Book | FTP || Worktype List

Here you can configure FTP profiles for each user, should you wish to use FTP as your
delivery method for Smartphone dictations.

To create an FTP profile, press the [Add] button.

Download template file import

FTP Profile

Edit Add Remove

The FTP Profile window will be displayed. Here the details of the users’ FTP server can be
configured and a directory for their dictation can be specified.

FTP Profile

Profile Name : | JohnFTP

Login Information

Login D - OIAS audio

m

Password : | | ®®®®®®e*

Server Information

Protocol : | | FTP [~]

Address - ftp.drivehg.com

Port: | 21
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You can press the [Test Settings] Button to check that the FTP profile details are valid.

Directory : ‘
Cancel
FTP Setting
Succeeded. Details

Once you have entered all necessary information and tested your settings, press the [OK]
button to confirm the settings.

Address : T OTTVET O COTTT

Port: | 2

OK Cancel

The specified FTP Profile name will now be displayed in the FTP Profile list. Repeat the
same process to add additional profiles as required.

Download template file Import

FTP Profile

John FTP

Edit Add Remove

Should you wish to edit or delete an existing profile from the FTP Profile list, highlight
the profile and press the [Edit] or [Remove] button.

Once you have added your profiles press the [Save] button.

Settings

General =~ Address Book =~ FTP | Workiype List
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Adding Multiple FTP Profiles

In the case where you would like to set up a large number of FTP profiles, the Olympus
Dictation Portal allows you to import a CSV file to create multiple FTP profiles at once. You
can use Microsoft Excel or a text editor to create your CSV file.

The Olympus Dictation Portal provides a Sample CSV file to download, which you can use
as a template to create your own CSV file with your FTP profile information.

The first row or header row of the CSV file correlates to the names of the attributes (or fields)
required.

FTP Profile

Profile Name : ——4—* ¥ v - r B

1 FTP Profile LogiplD Password Protocol Address Port P

Log'm Information 2 FTP Serverl userj:l FTP . ftp.client.com Ply
3 FTP Server2 userp FTPS Implicit ftp.implicit.com 990 y

Login ID: 44 FFPServers—users FTPS E?:phcut ftp.explitit.com P1y

5 FTP Serverd userd FTPS Iriwlmt ftp.implicit.com P2y

Password : #———¢—f P Servers—users SFTP | sftp.clieftcom P2y

Server Information

Protocol :

Address :

Port :

To download the Sample CSV file, press ‘Download template file’. You will be prompted to
open or save the sample file.

|Down|oad template filel Import

‘ FTP Profile ‘

John FTP ‘

Edit Add Remove

Once you have created your customized CSV file with the necessary information, press the
[Import] Button.

Download template file Import

‘ FTP Profile

John FTP

Edit Add Remaove

B ___________________________________________________________|
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The Choose File to Upload window is displayed. Select your CSV file to upload and press
the [Open] Button.

Open X
~ v 4 Il > ThisPC > Desktop v |® | | Search Desktop el
Organize v New folder B~ mH o
° il el & gl 2
s Quick access _1- R
[ Desktop
‘ Downloads

ftp_settings_import_sample.

o %
4, | CSVFile
[&] Pictures

i Microsoft Edge
b Music Shortcut
B videos [ 1.38KB

/@ OneDrive ;m:‘lll SR R

] Documents

¥ % %%

[ This PC

|j Network

P~ 2

File name: | ftp_settings_import_sample.csv V} | All files ~

The new FTP Profiles specified in your CSV file will be imported into the Olympus Dictation
Portal and will be displayed in the FTP Profile list.

Download template file Import

FTP Profile

John FTP

FTP Server1

FTP Server2

FTP Server3

FTP Server4

FTP Serverb

Once you have added your profiles press the [Save] button.

Settings

General | Address Book =~ FTP | Worktype List
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Configure Worktype Lists

Select the [Worktype List] Tab under Options.

Licenses

Options

Address Book FTP Worktype List

Here you can configure lists of Worktypes for your users. Worktypes can be used to classify
Smartphone dictation files. This allows for easier management of dictation files by

transcriptionists.

To create a Worktype List, press the [Add] Button below the Worktype List.

Add

The Add Worktype List window is shown. Enter in the name of your List and press the [Add]
Button.

Add Worktype List |

Worktype List [Ccnveryancing ]

Worktype
Edit Remave Up Down

|

In the Add Worktype window, specify the name of the Worktype and press the [OK] Button.

Add Worktype

Worktype [ LETTER ]

0K Cancel
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The specified Worktype will now be shown in the Add Worktype List Window. Repeat the
same process to add additional Worktypes and press the [OK] Button to continue.

Add Worktype List

Converyancing

LETTER

MEMO

REPORT

EMAIL

FAX

Edit Iﬁdd. Remave Up Down

OK | Cancel .

The specified Worktype List name will now be displayed in the Worktype List section. Repeat
the same process to add additional lists as required.

General Address Book FTP Workiype List

Rl Cancel |

—
Worktype List Worktype
LETTER

MEMO

REPORT

EMAIL

FAX

Once you have added all necessary Worktype Lists press the [Save] Button.

Settings

General Address Book FTP Worktype List

Save I Cancel |
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Bulk-Create Smartphone License Configurations

In the Olympus Dictation Portal you can import multiple Smartphone User License
Configurations from a CSV file. This is useful in cases where you need to set up the
Smartphone License configurations for many users.

The Olympus Dictation Portal provides a Sample CSV file to download, which you can use
as a template to create your own CSV file with your Smartphone License configuration
information.

Before you create a CSV file for Smartphone license configuration, it is necessary that
you first register the settings within Address Book, FTP Profile and Worktype List.

To download the Sample CSYV file, from the Smartphone List menu press the [Download]
Button. You will be prompted to open and then save the sample file.

Licenses Settings

User List

View | + | - | Deactivation | Import]| Download

The first row or header row of attributes in the CSV file correlates to the required settings to
configure a Smartphone License.

A A B c D E: EG H | J K L M N 0
llL(cense Type UUID E-mail Address Delivery TO CC BCC Subject Message FTP Profile  Format Encryption Password Author Worktype L\sl
2 |Standard userl@hoge.com E-mail typistl@hoge.com Dictation ' Transcribe it DS2 (QP) High 1234@abc AUT6 Worktyp2

3 .Standard user2@hoge.com FTP FTP Serverl DS2 (SP) Standard 1234@abc AUTS Worktypel

4 Standard user3@hoge.com Prompt typist2@hoge.com Dictation Transcribe it FTP Server2 DSS 1234@abc AUT4 Worktyped

5 Standard userd@hoge.com E-mail typisti@hoge.com Dictation Transcribe it DS2 (QP) High 1234@abc AUT3 Worktyp2

6 Promotion user5@hoge.com FTP FTP Serverl DS2 (SP) No 1234@abc AUT2 Worktypel

7 Promotion user7@hoge.com Prompt typist?@hoge.com Dictation |Transcribe it FTP Server2 DS2 (QP) No 1234@abc AUT1 Worktype2

The below table details the requirements for each attribute.

Attribute Description

License Type Choose one of the following license types - Standard, Promotion or Trial.

E-mail Specify the e-mail address to identify the Smartphone owner.
Address This e-mail address needs to be first registered in the Olympus Dictation Portal
Address Book.

TO Specify the e-mail address of the recipient for dictation files. The e-mail address
needs to be first registered in the Olympus Dictation Portal Address Book.

BCC The e-mail address needs to be registered in the Olympus Dictation Portal
Address Book.

D ___________________________________|
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Message Enter the e-mail body message.

Format Choose one of the following: DSS (SP), DS2 (QP) or DS2 (SP

Password

If you specified an Encryption type, you will need to enter an encryption
assword with 4 to 16 characters.

Worktype List

You can choose one of the Worktype Lists you pre-registered in the Olympus
Dictation Portal Worktype settings.

Once you have created your customized CSV file with the necessary information, press the
[Import] Button.

Import Download

The Choose File to Upload window is displayed. Select your CSV file to upload and press
the [Open] Button.

Open X
« v 4 B> ThisPC > Desktop v O Search Desktop r
Organize v New folder B~ m o
" "
3+ Quick access u - 5T }
[ Desktop - a il ol
; Downleads # e el mew | s
Documents u a '“:' .

[&] Pictures -

. Microsoft Edge
» Music Shortcut
' Videos 1.38KB

Z@ OneDrive | smartphonelist_import_sam
ple
This PC ™l O | csvFile
¥ Network
[~ [ % v
File name: | smartphonelist_import_sample vl |A|Ifiles V‘

I Open Il Cancel ‘
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If any of the data in the Smartphone License configuration CSV file is incorrect or not pre-
registered in the Address Book/FTP/ Worktype Settings, an error will be shown and the
license configurations will not be imported.

Import

» The TO in the number 2 line in the file being imported is an unacceptable format. The e-mail address
does not exist in the address book.

On successful import of your Smartphone License configurations, a confirmation window will
be shown. Press the [OK] Button.

Import

Success

The new Smartphone License configurations specified in your CSV file will be imported into
the Olympus Dictation Portal and will be displayed in the Smartphone List.

Last
UUID ModelVersion E-mail LicenseActivate Purchased Expiration DeliveryFormatEncryption Author V
Connected
= [~ Standard - — - 5 0 14/10/12013 14/10/2014 --- - —
DS2
|- —_— - OlASCustomerB@gmail.com 16/01/2014 — -— 14/10/2013 14/10/2014 Prompt (SP) No JSMITH ¢
|- - - user1@hoge.com — — — 14/10/2013 14/10/2014 E-mail ?QSF?) '(;Iggbit} AUTE |
DS2  Standard
rC|— —_— - r2@hoge. —_ - -— 14/10/2013 14/10/2014 FTP AUTS |
user2@hoge.com (SP) | (128hit)
o — - user3@hoge.com — -— — 14/10/2013 14/10/2014 Prompt DSS No AUT4 |
— . DS2  High
— - - userd@hoge com — — — 14/10/2013 14/10/2014 E-mail @QP)  (256bit) AUT3 |1
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License Status by Visible Text Color

The User List view will show user licenses in certain font colors depending on the expiry

status of the license. Users that will continue to use the ODDS will need to note in the

Olympus Dictation Portal that you wish to renew your licenses.

Licenses shown in Red Text means that it will expire in 14 to 30 days.

Last
uuID Model Version E-mail
Connected
Standard — = |= -
161837AD-
E 052[9)?_'4099' Bhans 703 clASCustomer6@gmail.com 18/01/2014
F4A0CCFEQ27E

LicenseActivate Purchased Expiration

1

14/10/2013 14/10/2014

14/10/2013 14/10/2014

14/10/2013 14/10/2014

14/10/2013 14/10/2014

14/10/2013 14/10/2014

01/03/2013 01/03/2014

Licenses shown in Gray Text means that it will expire within 14 days.

Last
uuiD Model Version E-mail
Connected

Standard -— - - -

LicenseActivate Purchased| Expiration

1

14/10/2013 14/10/2014

14/10/2013 14/10/2014

14/10/2013 14/10/2014

14/10/2013 14/10/2014

14/10/2013 14/10/2014

When a license expires for a user, that user will be moved to Archive Group as shown

below. You may renew your license after the expiry date as your user date will be kept in
Olympus Dictation Portal for up to 90 days after the expiry date.

uuIip Model | Version E-mail

Last Connected

License Activate

License Expiration

=0

Archive
gmail com —

p O
[
|
|

10202018

—

page 1/

AR
]
[
[

=JO0O00O0O000O0ooOoooon

Splrfrinft
i
I
i

-59.-

10:20:2018
10202018
1062072018
107202018
106202018
1072002018
1062022019
105202018
107202018
106202018
10202019
1052072018
NP MA

MmoMm oM ommmmmmmmmm



professional dictation OLYMPUS

digital recomding

Customers Guide to Moving a License

to a New Device
Activating an ODDS License on a New Device

The Olympus Dictation for iPhone/Android must be installed to the new device.

For iPhone: Search for ‘Olympus Dictation’ in Apple Store
For Android: Search for ‘Olympus Dictation’ in Google Play

(It is not necessary to remove the App from your previous device, however only one device
will be able to utilize the ODDS License at any one time.)

Start the Olympus Dictation App and follow the steps as shown below. The popup message
will be shown upon starting your App.

No Si & 837 8:37

Back Recordings i < Recordings
X
Important Notification For new users
Thank you for using the Olympus Dictation Please tap the button below if this is your first
App. time to register for the Olympus Dictation

Delivery Service.
Beginning with Olympus Dictation Version

2.0.0, the ability to send Dictations by E-mail n ) )

has been migrated to Olympus Dictation
Delivery Service (ODDS). Your Dictations will
be sent via an external server managed by

QoDDs.

For users that have a existing
Company Account

Please register for an ODDS trial. During the
trial period, you will be able to test the full

functionality of the service. If you already have a Company Account,

please tap the button below to complete your

After your 60-day trial, you will be required to registration.

purchase an annual license in order to

continue using the ODDS. Please confirm the following information with

your administrater and enter the infoermation
in the next screen.

Tap the Next button to sign up for the trial
. Account ID

now.
Password for ODDS

. Your E-mail Address
I
Complete User Registration

Select “Complete User Registration”.
Users are requested to enter their information to activate the App in the following screen.
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il docomo = & 10:47 . 62% [ Account ID

< Back  Server Settings The Account ID is the ID which is used to log into the Olympus
Dictation Portal.

accorti Refer to section: Account ID by App, by ODP
® Password for Dictation Delivery Service

Password

The Password for Dictation Delivery Service is different to your
login password for Olympus Dictation Portal.
Refer to section: ODDS PW by App, by ODP

E-mail

Author ID L E-mail for the Author (User)
Refer to section: Author's Email Address by App, by ODP

Recipients

Cloud Drive { OneDrive
Refer to section: Setting up OneDrive account.

@ Sever Options can also be configured from Option Settings.

To manually set recipients, press [Recipients]. The Recipient List will be shown.

il docoma T = 10:47
No SiM = 8:53

¢ Back Server Settings

€ Server Settings Recipients

Use Portal Settings (Default)

Account ID X X
Typist A <ODDS_test_inc_A@gmail.com> v

Typist B <ODDS_test_inc_B@&gmail.com>

Password Typist C «<ODDS_test_inc_C@gmail.com>

E-mail

Author ID

Recipients

Cloud Drive

Recipients can be added, edited and deleted by the user. To Edit or Delete an existing
recipient, select them and press [Edit] / [Delete].

Once completed, press the [Check Server Connection] Button.

The ‘Server Connection Successful’ dialog will be displayed and the Smartphone is now
activated.
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The following prompt will then be shown to confirm that you are activating this license on a
new device.

e 0
Another UUID Activated

Your profile is being used by another
device. Select [Yes] to use your profile
to activate this device.

NOTE: The other device will be
deactivated once you select [Yes].

NO YES

A

Press the [Yes] button to confirm your activation on this alternative device.

If you need to re-activate your license on your previous device, please repeat the above
instructions.

L IR ——————————————————————————————
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Customers Guide to Reassigning a
License from an Existing User to
another User.

Edit Existing ODDS License Settings in ODP

From the Dashboard, select [Edit Existing ODDS License Settings]

Dashboard

If\__r] Order Standard License(s)
.:\31 Renew License(s)

':\__r) Cancel Order

(v) New ODDS License Settings

(©)Edit Existing ODDS License
ettings

.:\31 Enable Dealer Management

If\__r] Change ODDS Password

In the User List select an assigned license from the list of Standard Licenses by checking the
box next to the license.

Last License License | Send
UUID ModelVersion E-mail LicenseActivate FormatEncryption| Author ID | Worktype List
Connected Activated ExpirationMethod
= Od S.tandard — | — — - 5 0 2/14/2020 211412021 — — — — .
License
1 - - -— taro.yamada@olympus.com —- - - 21412020 214/2021 E-mail pocgian TAROYAMADA Converyancing
(QP)  (256bit)
- - -— john.smith@elympus.com  —- - - 21472020 21142021 E-mail D [ JOHNSMITH  Converyancing
(QP)  (256bit)

Press the [Edit] Button.

() Edit Existing ODDS License
Settings
To edit settings for an
existing user, select a license
from the list of Standard
Licenses in the list, and click
the Edit button below.

The Edit User Information Window will be displayed. Overwrite the existing license
information with the User Information for the new user by following the same configuration
steps for configuring new smartphone app settings.
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Edit User Information

| Smartphone

| |License Type

iLILFID

E-mail Address

john. smith@olympus.com - JOHNSMITH

Standard License

Specify the Author's E-mail Address. This address is used to activate the user's

license

john smithi@olympus.com

' Send Method

F

| Destination E-mail
| Address

|

E-mail O FTF O OneDrive

jane. smith

E-mail Setlings

| Format

EE:lcwpliun

o D55 O DS2 (5P @ DS2 (QP)
O Neo C Standard {123bit) ® High (256kit)

iF‘asswmd

wene Type from 4 to 16 characters

1 Confirm Password

!&ulhor D

JOHNSMITH

Activating an ODDS License for the New User

The Olympus Dictation for iPhone/Android must be installed to the new device.

Converyancing W

Apply Back Next Close

For iPhone: Search for ‘Olympus Dictation’ in Apple Store
For Android: Search for ‘Olympus Dictation’ in Google Play

Start the Olympus Dictation App and follow the steps as shown below. The popup message
will be shown upon starting your App.

App.

QoDDs.

continue using the ODDS.

now.

Important Notification

Thank you fer using the Olympus Dictation

Beginning with Olympus Dictation Version
2.0.0, the ability to send Dictations by E-mail
has been migrated to Olympus Dictation
Delivery Service (ODDS). Your Dictations will
be sent via an external server managed by

Please register for an ODDS trial. During the
trial period, you will be able to test the full
functionality of the service.

After your 60-day trial, you will be required to
purchase an annual license in order to

Tap the Next button to sign up for the trial

— No SIM F

Recordings

For new users
Please tap the button below if this is your first

time to register for the Olympus Dictation
Delivery Service.

Start Initial Registration

For users that have a existing
Company Account

If you already have a Company Account,
please tap the button below to complete your
registration.

Please confirm the following information with
your administrater and enter the infoermation
in the next screen.
. Account ID

Password for ODDS

. Your E-mail Address
I
Complete User Registration
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Select “Complete User Registration”.
Users are requested to enter their information to activate the App in the following screen.

ail docoma = w10:47

£ Back Server Settings

®Account ID

The Account ID is the ID which is used to log into the Olympus
AccountID Dictation Portal.

Refer to section: Account ID by App, by ODP

Password

® Password for Dictation Delivery Service
The Password for Dictation Delivery Service is different to your
login password for Olympus Dictation Portal.
Refer to section: ODDS PW by App, by ODP

E-mail

Author ID
3 ® E-mail for the Author (User)
Reciplents Refer to section: Author's Email Address by App, by ODP

Cloud Drive

® OneDrive
Refer to section: Setting up OneDrive account.

Sever settings can also be configured from Option Settings except for

m Dictation App.

OneDrive. OneDrive settings must be configured from the Olympus

Once completed, press the [Check Server Connection] Button.

The ‘Server Connection Successful’ dialog will be displayed and the Smartphone is now
activated.

The following prompt will then be shown to confirm that you are activating this license on a
new device.

——
Another UUID Activated

Your profile is being used by another
device. Select [Yes] to use your profile
to activate this device.

NOTE: The other device will be
deactivated once you select [Yes].

NO YES

A

Press the [Yes] button to confirm your activation on the device for the new user.
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Customers Guide to Configuring ODMS
Release 7 to Receive Smartphone
Dictations via OneDrive

Once you have your dictations being sent to a specified folder on OneDrive, share the
Dictations with your transcriptionist using OMDS R7. By utilizing the OneDrive OnDemand
Function which synchronizes the folder between the cloud and the local PC, your dictation
will be shared with your transcriptionists as soon as the dictations are saved on your
OneDirive folder. Follow the steps below to setup the folder.

Typist
[ ]
(1} Create Author's Message Folder in OneDrive Install ODMS Transcription]-
Set the OneDrive Message Folder to Share

L

B8 Send email notification to Typist to share folder (from One Drive)

[ Open the link in the email and add the specified folder to Typist's One[lrive]

— Author’'s message folder can be viewed from the Explorer

[ Change the folder setting in OMDS TM to OneDrive’s Message Folder]

r Routing/Sharing dictation Files via OneDrive is completed ]

Setup Author’s OneDrive folder to receive dictations sent

to OneDrive
Create a folder on OneDrive for ODDS (e.g. “Message” Folder) either from your PC or
through the Olympus Dictation App The following screen is an example when creating a file

from the PC.
] = | Message
Home Share WView
<« v g » OneDrive » Olympus_ ODMS » Message

Mame
v 3 Quick access

[ Desktop
W Downloads
=| Documents
J" Music
B Videos
~ @ OneDrive
v Olympus_0ODMS
Message

Pictures
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Share Folder with Transcriptionists. Open the menu of the folder with a right click.

| = | Olympus_ODMS
Home Share Wiew
« v 4 > OneDrive 5 Olympus_ODMS » ~ O 2 Search Olympus_OD)|
~
Name Status Date modified Type
v 3 Quick access
B Desktop ’ Message @ 5/22/2020 7:28 PM File folder
¥ Downloads +
Documents
) Music
B videos
~ b OneDriv
» Qlymp Collapsz
5 Mess Open in new window
> Picture:
v [ ThisPC & Shore
T View online
» B 300k Always keep on this device
5 B Necktn

Send link to your Transcriptionist by following the steps below

i Share “Olympus_ODMS" x i Share “Ohympus_ O0ME" X
Send Link Send Link
Cirprrogess DS Ciympus_COMS

dnyone vaith the link can edit

g_) Arypone with the ek can edit

| Ertir & naersd of sl addreks

:!dm_ﬂsbﬁwlcan'l )(

Add & mesage [optional] cdms_test@gmailcom

o test@omanl com

(E} e %

Copylirk  Mone Apos

o Share * Olympus_ODMS" 2 !

Send Link

Oiyrrgs, DIDMS

Copy Link Miore Apps

(8] Amyome with the link can edit

& Share "Olympus_ODKMS" o

Link to "Olympus_QODMS' sent

e odms_test@gmalloom

fidd 5 massage (opbcral]

-67-



professional dictation OLYMPUS

digial meormding

Setup Transcriptionist’s OMDS R7 Transcription Module to
receive dictation sent to OneDrive

Open the email from the Author and click “Open”

2

xxxxxxx  shared a folder with you

OO0 shared the folder "Message” with you.
Message
B® Microsoft Privacy Statement

Add the folder to Transcriptionist’'s OneDrive

OneDrive

+ New ~ 7T Upload ¥ | Share <+ Download £} Add to my OneDrive | ¢/* Embed

Shared Olympus_ODMS Message £
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Change folder path in ODMS TM

£ ODMS Transcription Module - Dictation Tray¥Download Tray - O X

File  Folder Edit View Play Tools SpeechRecognition Device Help

r«
b = ‘ =T 8-
pi
looe00 " 00:00/00:00 ﬂ" §
,m, 100% OFF  OFF
) LR
Dictation Tree <. | & Download Tray Properties
p o=y * ® © G File Name Job Mumber RN
v [ Dictation Tray ~ ~ 1. Attributes
aload Enabled Yes
Mame Download Tray
Synchronize Folder Name Llg
[CIFolder € “:UsersicqwrtiDocuments\ODMS\Message|~ |
[plFelder D v 2 Actions Restore Default
[EFDMEVE Auto Download
[E)Falder F > Format Conversion
[;F Ider G > Sendvia E-mail No
G/Folder > Sendvia E-mail (Alternate Profile) No
¥ Inbox . Ganduscre na

Dictation Tree ¢ Download Tray Properties

| * @ @ @ File Name Job Number LN

~ [ Dictation Tray a ~ 1. Attributes
v [ o

e JANF-0EE X

B
[¢IFolderC DMS\Message
[plFclder D

L Folder £ T A

[ElIFolder F ~ @ OneDrive
[GIFolder G v Qlympus_ODMS
® Inbox
~ [®)0utbox v o
(D E-mal FolderA
FHFP FolderB
(4| Forwarded FolderC le
L; Finished FolderD
[Backup FolderE
iy Recycle Box FolderF
=, Transcriptionist Tray FolderG
v (=) Speech Recognition
v @Adaptaliun
G Fomarded | sLuTAns-ofEmN
v g Document Tray

v ow o w v v vl

Q
=

Eaadl

Author’s file will be shared with a popup notification

& ODMS Transcription Module - Dictation Tray¥Download Tray¥Folder A¥Welcome.ds2 =

Eile Folder Edit View Play Tools SpeechRecognition Device Help
BER OBV vmS - -
XBER OBV vem| st 8 mg

e 00:00/00:00 |

K
ﬁ, 100%  OFf

Dictation Tree

D:? P _r_:[a g Name lob M Huthor Worktvpe Cregted
v [ Dictation Tray all m D5900003_ 5 D59000 | 2018/01/01 2. | .
v S 7 ﬂ DS900004_ 3 DS9000 201870101 2. 2018/01/01 2}
7 3, DS900005_ 4 D59000 2018/01/01 2. 2018/01/01 2.
7 3 Welcame ds? 1 lam1a/n1sn1 0 lam1asnasmn o
[CIFolderC :
[ p/FolderD
CElFolderE
[F)Folder F

ﬂ You have received new dictation! x
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Turn off Automatic Sync function on OneDrive to avoid copying
unnecessary files on the local PC.
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Customers Guide to Configuring ODMS
Release 7 Transcription Module to
Receive Smartphone Dictations via E-

mail/FTP

Select E-mail/FTP Profile & Choose Receipt Method

Open ODMS Transcription Module.
Go to [Tools] > [Options] and select the [Email/FTP] Tab.

%, Option Seftings

Folder Design

Workflow

User Settings E-mail / FTP Device

& E-mail / FTP
-1 E-mail

[l Send / Receive

E-mail

Attachment

Select the E-mail Profile to send file.

Default profile ODDS_test [Motes]

Limit attachment size to

Add...

10

Remaove

Specify the limit for E-mail message attachments in MB. If the attachments exceed the
specified limit, the attachment will be sent in multiple E-mail messages.

= mB

Select ‘E-mail’ or ‘FTP’ from the left pane and select from an existing E-mail or FTP profile or

create a new profile.

% Option Settings

Folder Design

Workflow

User Se

I Receive
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Select the [Workflow] Tab and choose ‘Receive’ from the left pane. Check the box to choose
your desired protocol to receive dictations.

%, Option Settings ? X

Folder Design Workflow User Settings E-mail / FTP Device

“» Workflow Receive

Activate and select the appropriate method and profile type by which to receive files.

[l
4 Advanced Download ODDS _test Change the profile

FTP ODDS test

Speech Recognition

= (Genaral

Press the [Apply] Button to save your settings.

Manually Receive Dictations

Once you have successfully registered your E-Mail/FTP Profile and configured your receipt
method, you are able to manually check for new dictation files by performing a
[Send and Receive].

To do this, select the [Send and Receive Icon] on the [Toolbar] of the main window.

¥ ODMS Transcription Module - Dictation Tray¥Download Tray¥Folder A¥Welcome.ds2

File  Folder Edit View Play Tools Speech Recognition Device Help

BE G O < »u| Qg 3 -m[0g-
36 & S| v =Sl g e R e
e [ ¢ o ] IN
0:00:00 0007 Q0014 00021 0-00:28 00035

“ ’ ” ’I m ﬁ o) LR 100%

Alternatively, go to [Tools] > [Send and Receive] and select [Receive].

¥ ODMS Transcription Module - Dictation Tray¥Download Tray¥Folder A¥Welcome.ds2

File  Folder Edit  Wiew  Play Speech Recognition  Device  Help

= B Select Speaker 2

¥XPBE B O _ S 0L - O -

= send via E-mail... 3
Y .
Send via ETR. .

0:00:00 0:00:07 03 e - = == 00:40/00:40 1 l l

|® send and Receive v |E| send and Receive | .
(1 % Hotkeys On/Off  F11 Send .n_ 100%

5 Keyboard Settings... Receive

Dictatio n Tree 3
'i OLE Settings 3

*x ob Mumber Author Worktype Created Completed
M =L % Opton.. T ez 1 /01 2012/01
v [ Dpictation Tray A i
W &‘,Download Tray Show Setup Wizard...

Coie 1
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Configure Automatic Receiving of Files

ODMS Release 7 Transcription Module can be configured to automatically receive dictation
files via your specified receipt method.

Go to [Tools] > [Options] and select the [Email/FTP] Tab.

%, Option Settings

Folder Design Workflow

User Settings

& E-mail / FTP
-2 E-mail

FTP

g Send / Receive

Prasxy

E-mail / FTP Device

E-mail
Select the E-mail Profile to send file.

Default profile ODDS_test [Motes] v

Modify... Add... Remove

Attachment

Specify the limit for E-mail message attachments in MB. If the attachments exceed the
specified limit, the attachment will be sent in multiple E-mail messages.

10 > MB

Limit attachment size to

Select ‘Send / Receive’ from the left pane.

%, Option Settings

Folder Design Workflow

User Si

g E-mail / FTP

[ FTP
sy Send / Receive |

In the Receive Interval section, place a tick next to ‘Automatically receive files via Email /
FTP’ and select the frequency in which you wish to check for new dictations.

%, Option Seftings

Proxy

Folder Design Worldlow User Settings E-mail / FTP Device
e E-mail / FTP Receive Interval
E-mail Automatically receive files via E-mail { FTP
T FTP —
6d Send / Receive Check every: |10 2 minutes

Send Interval

Select [Apply] to save your settings.

IR ———————————————————
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Configure Routing of Smartphone Dictations to a Specified
Folder

ODMS Release 7 Transcription Module software allows you to set a Routing Rule for
received dictations so they are directed to a specified destination folder when received. By
default, all dictations received via E-mail or FTP will go to the Inbox. Dictations can be routed
to a specified folder based on the sender.

Go to [Tools] > [Options] and select the [Workflow] Tab. Choose ‘Routing’ from the left pane.

& Option Settings ? s

Folder Design Workflow User Settings E-mail / FTP Device

=» Workflow Dictation Routing
= General
--@% Download Create automatic routing rule for dictation received via E-mail / FTP to specified destination folder
-4 Advanced Download (Inbox folder by default). You can also specify return document option to the original sender or an
-{#] Import alternate location.

{74 Receive

-0l Notification

Routing|l

Speech Recognition

= General

)| Background Speech Recagnitic]

Sender Destination Receiver

In the ‘Dictation Routing’ section, press the [Add...] Button to create a routing rule.

Dictation Routing

Create automatic routing rule for dictation received via E-mail / FTP to specified destination folder
(Inbox folder by default). You can also specify return document option to the original sender or an
alternate location.

Sender Destination Receiver

Add....
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The Routing Settings window is displayed.
Select either ‘E-mail’ or ‘FTP’ for the Protocol for your received dictations.

Routing Settings *

Dictation sender
Specify the E-mail address or FTP address of dictation sender.

Pratocaol: @ E-mail C FTP
Sender: | | Address Book...

Destination for dictation
Specify the folder to save dictations received.

Destination Folder: Inbox

Automatic document creation and sending
[] Use automatic document creation and sending function

Cancel

If E-mail is Selected...

Press the [Address Book...] Button to bring up your E-mail Address Book.

Routing Settings *

Dictation sender
Specify the E-mail address or FTP address of dictation sender.

Protocol: ® E-mail O FTP
STIEE | |I Address Book... ]

From the ‘Address Book:’ section, choose the e-mail address for dictation received
from the Olympus Dictation Delivery Service (odp_notice@dictation-portal.com), and
press the [->] Button to add it to the ‘Sender:’ list.

Press the [OK] Button to finalize.

S EEEEEEEEEEEEE———
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Notes Address book b4
Address Book: Sender:
Name E-mail Address A l - l Eobpbps
Eanau e daswsra ©
el awim e e s
ODDS Olympus Dictation Deli\*
5 0oDDS Olympus Dictation Deliv¢
b p ] Vs glirs o el
e B EERE T
[as B e R Rl T
CH s ek s megp w !
E P =i . i o g
< >
| A Re Remove

Depending on your E-mail Profile type, it may be necessary for you to first register
this address in your E-mail’'s Address Book prior to it being available to select from
within the Address Book of ODMS Release 7 Transcription Module.

If FTP is Selected...

Press the [FTP Profiles...] Button to bring up your available FTP Profiles.

Routing Settings

Dictation sender

Protocol: O E-malil

Specify the E-mail address or FTP address of dictation sender.
® FTP

Sender: |

I

FTP Profiles...

X

Highlight the appropriate FTP Profile for dictations that are received from the

Olympus Dictation Delivery Service and press the [Select] Button.

FTP Profiles

>

Name FTP Address

192.168.1.1

Login ID

0ODDS_test

ODDS.t...

Audio files folder

Vlodds_test\dictation

Document files
Viodds_test\do

I Select |l

Close
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In the ‘Destination for dictation’ section, press the [...] Button next to Destination Folder.

Destination for dictation
Specify the folder to save dictations received.
Destination Folder: |Ir1h0x |Q

The Modify Destination Folder window is displayed. Highlight the desired folder for your
Smartphone Dictations and press the [OK] Button.

Modify Destination Folder X

=-f9 Dictation Tray

E!&‘. Download Tray
LA Folder A Cancel
[l Folder B
-L¢) Folder €

=L pl Folder D

-LEl Folder E
-LF Folder E
LG Folder G
%) Inbox

To send the transcribed document back from ODMS Transcription Module to the Author,
enable the following option and select ‘Send the transcribed document to the dictation
sender’.

Aytomatic document creation and sending
Use automatic document creation and sending function

Send the transcribed document to the dictation sender

(0) Send the transcribed document to alternate address/location

Motes:
Document for the reply will be created using a matching template.
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Press the [OK] Button in the Routing Settings window to the complete the setup.

Routing Settings

Dictation sender
Specify the E-mail address or FTP address of dictation sender.

Automatic document creation and sending
[ Use automatic document creation and sending function

® Send the transcribed document to the dictation sender
O Send the transcribed document to alternate address/location

Notes:
Document for the reply will be created using a matching template.

oK __J

Protocol: ® E-mail O FTP
Sender: IAuthD:A | Address Book...
Destination for dictation
Specify the folder to save dictations received.
Destination Folder: Folder D\Smartphone Dictatinnl -

Cancel

X

Finally, select [Apply] to save your settings.
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Configure Document Template for Transcription

In order to create documents efficiently, you can set a template that will automatically start
upon transcribing the dictation files. This function is convenient when you have a specific
template for your Author based on different objectives.

Go to [Tools] > [Options] and select the [Workflow] Tab. Choose ‘Transcription’ from the left
pane. Enable the option as you see in the following screen and press the [Add] button.

%, Option Settings

Folder Design Workflow User Setti

«» Workflow

~i= General

g% Download

g4 Advanced Download
~{#] Import

- Receive

-4l Notification

& Routing

Speech Recognition
= General

~{F% Auto Collection
(05 Logging

ngs E-mail / FTP Device

Open Word Processor
pen word processor in starting transcription

O Open specified word-processor

pen word-processor using document templates

Select this option when you want to create a document for transcription

automatically.
The new document is created from Document
saved to My Documents’.

Template of your word-processor and

Also, register Document Template associating with Author 1D or Worktype [D.

Template Author

Worktype

Add.. ||} Benoe

OK Cancel Apply

Specify the location of the word document from the following window.

Template Association

Worktype ID

Author 1D

Template file

X

OK

Cancel

-

|cmscl’t'\W1' ndows\Te mIates\DefauItTem

.'D
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The first template with an asterisk mark for Author and Worktype will be the document
template that will be used for all types of Authors and Worktypes. If you would like to have a
specific template for a specific Author or a specific Worktype, add another template by
pressing the [Add] button.

%, Option Settings 7 ES
Folder Design Workflow User Settings E-mail / FTP Davice
< Waorkflow Open Word Processor

1= General A Open word processor in starting transcription

g% Download

) Open specified word-processor

1 ® Open word-processor using document templates

- Select this option when you want to create a document for transcription

5”-‘{' Routing automatically.

The new document is created from Document Template of your word-processor and
saved to Wy Documents”.

| Background Speech Recognitic Also, register Document Temgplate associating with Auther 1D or Worktype 1D

+ Text Correction
- & Template

i L% Dragon Template Author Worktype
i-f2 Transcription DefaultTemplate b

i~ Worktype
i-{2 Auto Collection
i[0h Logging

Speech Recognition
wi= Genaral

Ok Cancel Apply

Specify the location of the word document from the following window. Specify the Author ID
and/or Worktype ID for which the template should be used.

Template Association X
Worktype ID

Il I OK
Author 1D S

[[auTHOR_A |
Template file

I|C:'I.Users't1 "DesktoptODDS_Test docx I I:I

Finally, select [Apply] to save your settings.
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Customers Guide to centrally manage
ODMS R7 TM with Web SCP to receive
Smartphone Dictations

WEB SCP is a software that allows you to centrally manage multiple Olympus Dictation
Management System Software. From the WEB SCP, you can centrally configure ODMS TM
to receive Dictations from ODDS. This section explains the same process for WEB SCP
from the previous section. ‘Customers Guide to Configuring ODMS Release 7 Transcription
Module to Receive Smartphone Dictations’

Select E-mail/FTP Profile & Choose Receive Method

Login to WEB SCP. From the Workflow Tab, go to [User] > [User] > [Profile] and select the
ODMS TM RY and press the [Edit Profile] button.

e & hitp://localhost/fes - O || BR..
[ user List % Olympus 5CP L1
System Configuration Program
Workflow System
; ﬂ o
Search’ Details User Groups Devices
D + = Add Edit Remove Print
X Edit Profile
Devices
Name User ID Role Version .
Title
< &5 No Group 5 ooMs
Waorktype &M i 1 2 Author, Trans... ODMS R7.3.0 2 DM AT
-
= TMR7
Software
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Go to the E-mail/FTP tab and select ‘E-mail’ or ‘FTP’ from the left pane. Select from an
existing E-mail or FTP profile to create a new profile.

e 3 http://localhost/fe/

=] user List & Olympus SCP

System Configuration Program

-ODMS R7 TM

Property Folder Design Workflow User Settingd E-mail/ FTP |Management Profile
Save

Save and previous Profile Save and next Profile Save & Close Close
~-E E-mail | FTP

E-mail

Select the E-mail profile to send file.

Default Profile:

@] | Add || @[]

a [ Attachment

Specify the limit for E-mail message attachments in MB. If the attachments exceed the specif

[A Limit attachment size to

Limitation size: 10 MB

Once you setup a profile for either E-mail or FTP, select the [Workflow] Tab and choose
‘Receive’ from the left pane. Check the box to choose your desired protocol to receive
dictations.

[ user List & Olympus SCP

System Configuration Program

-ODMS R7 TM

Property Folder Design| Workflow | User Settings E-mail / FTP Management Profile

Save Save and previous Profile Save and next Profile Save & Close Close
<& Workflow a [ Receive
S General Select the method to receive files.
-, Download
@11 Advanced Download Typist A
., Import

Change the profile
- = Receive

-5 Notification

----:e Routing [ FTP

< - @ Speech Recognition

Press the [Apply] Button to save your settings.
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Configure Automatic Receiving of Files

From WEB SCP, ODMS Release 7 Transcription Module can be configured to automatically
receive dictation files via your specified receipt method.

In SCP, go to [User] > [User] > [Profile] and select the ODMS DM R7 and press the [Edit
Profile] button.

& user List & Olympus 5CP [F

System Configuration Program

Workflow System

g —
Se a":h:

Details User Groups Devices
+ = Add Edit Remove Print
. | Edit Profile I
Devices
Name User ID Role Version .
{ Title
& Ne Grou
& . P B ooms
Worktype M i 1 2 Author, Trans. .. ODMS R7 30
= £ DMR7
-
= TMR7
Software

Select [E-mail/FTP] tab.

4 Olympus SCP [

System Configuration Program
-ODMS R7 TM

Property Folder Design  Workflow User Settings | E-mail / FTP |Management Profile

Save Save and previous Profile Save and next Profile Save & Close Close

= E-mail / FTP a [/ Receive Interval

kA4 Automatically receive files via E-mail / FTP

10 minutes

a1 send Interval
[] Automatically send files via E-mail / FTP
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Select ‘Send / Receive’ from the left pane. In the Receive Interval section, place a tick next
to ‘Automatically receive files via Email / FTP’ and select the frequency in which you wish to

check for new dictations.

& Olympus SCP LT
System Configuration Program

Profile

w v 2)-ODMS R7 TM
Property Folder Design Workflow User Settings E-mail/ FTP  Management
Save Save and previous Profile Save and next Profile Save & Close Clase
et R &7 Receive Interval
Ll kA Automatically receive files via E-mail / FTP
-G8 FTP )
1 - | minutes
[ = Send / Receive
B Proxy

@[ send interval

_| Automatically send files via E-mail / FTP

Select [Save] to save your settings.
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Configure Routing of Smartphone Dictations to a Specified

Folder

Login to WEB SCP. From the Workflow Tab, go to [User] > [User] > [Profile] and select the

ODMS DM R7 and press the [Edit Profile] button.

@ http://localhost/fef

& user List & Olympus 5CP X

System Configuration Program

Workflow System

g E o
Search:
D + = Add Edit Remove Print
Devices
Name User ID Role Version
{ £ No Group
Worktype &M i 1 2 Author, Trans. ..
-
>
Software

ODMS R7.3.0

Details

Edit Profile

:

Title
E ooms
£ DMRT
TMR7

User Groups

Devices

Select the [Workflow] Tab and choose ‘Routing’ from the left pane.
In the ‘Dictation Routing’ section, press the [Add...] Button to create a routing rule.

5] user List & Olympus SCP

System Configuration Program
P -ODMS R7 TM

Property Folder Design | Workflow

Save Save and previous Profile Save and next Profile Save & Close Close

%> Workfiow Dictation Routing
i= General
- Download original sender or an alternate location.

-3 Advanced Download

Sender Destination

-‘ Import

= Receive
- Notification
- Routing

—- @ Speech Recognition
= General
Background Speech Recognition
B Text Correction
Template

Dragon

User Settings E-mail/ FTP Management Profile

Receive

Create automatic routing rule for dictation received via E-mail / FTP to specified destination folder (Inbox folder by default). You caj

av ald
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The Routing Settings window is displayed.

Select either ‘E-mail’ or ‘FTP’ for the Protocol for your received dictations and enter the

profile.
[ user List & Olympus SCP x |7
System Configuration Program
~ODMS R7 TM

|.I_I.)
Property Folder Design Workflow User Settings E-mail/ FTP Management

Save Save and previous Profile Save and next Profile Save & Close Close

Profile

Destination for dictation

= General
Specify the folder to save dictations received.

Background Speech Recognition

----- E) Text Correction

Destination
Enldar:

Address Book

= &> Workflow Routing Settings
= General Dictation Sender
[, Download Specify the E-mail address or FTP address of dictation sender.
- Advanced Download Protocol: i
-~ a% Import | oo
- = Receive T
™ Notification Name: |
- .
2. Routing - Email Address: |
+-® Speech Recognition

Template

In the ‘Destination for dictation’ section, specify the folder.

4 Olympus SCP X

System Configuration Program
T - ODMS R7 TM

Property Folder Design Workflow User Settings E-mail/ FTP Management Profile

Save & Close Close

Save and next Profile

Save Save and previous Profile
% Workflow
‘= General Name Author A Address Book
&, Download Email Address olympus_audio@dictationp
@ Advanced Download
‘ Destination for dictation
- g Import
.. Receive Specify the folder to save dictations received.
] Notification Eelzﬁnéﬁon e
&2 Routing older:
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To send the transcribed document back from ODMS Transcription Module to the Author,
enable the following option and select ‘Send the transcribed document to the dictation
sender’.

Finally, Press the [Apply] Button to complete the setup.
Property Folder Design

Workilow  User Settings E-mail / FTP  Management

Profile
Save Save and previous Profile Save and next Profile Save & Close Close
— % Workflow
.= General MName: Author A Address Book
- Download Email Address: | olympus_audio@dictationp
-1 Advanced Download
P Destination for dictation
- ng Import
% Receive Specify the folder to save dictations received.
- Notification Destination Folder A
g,{' Routing Folder:
+® Speech Recognition Automatic document creation and sending
i= General se automatic document creation and sending function
Background Speech Recognition ’ o
- Bend the transcribed document to the dictation sender
B Text Correction
T ) Send the transcribed document to alternate addressflocation
emplate
Dragon
%, Transcription
rrh Worktype
1% Auto Collection
m Logging

Notes: Document for the reply will be created using a matchin

Apply Cancel
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Configure Document Template for Transcription

Login to WEB SCP. From the Workflow Tab, go to [User] > [User] > [Profile] and select the
ODMS DM R7 and press the [Edit Profile] button.

e & hitp://localhost/fe/

& user List

& Olympus 5CP X
System Configuration Program

Workflow System

g m o
Search:

Details User Groups Devices
+ = Add Edit Remove Print

. | Edit Profile I
Devices
Name User ID Role Version i
{ Title 7"
& Ne Grou
& . P B ooms
Worktype M i 1 2 Author, Trans. .. ODMS R7 3.0
= £ DMR7
-
= TMR7
Software

Select the [Workflow] Tab and choose ‘Transcription’ from the left pane.
Enable the option as you see in the following screen and press the [Add] button.

= x
e @ hupy/localhostyie, v || BR. P~ s @
% Olympus SCP x LT
System Configuration Program OLYMPUS
[P - ODMS R7 TM
Property Folder Desi; Workflow fUser Settings E-mail/ FTP Management Profile
Save | | Save and previous Profie | | Save and next Profile | | Save & Close | | Close Refresh
B Workdlaw @ “|_Open Word Processor ~
~HE General ﬂ ben word processor in starting transcription
-gs Download
% Advanced Download _) Open specified word-processor
» Import
5 Receive Bpen word-processor using document templates
™ Notification
2. Routi Select this option when you want to create a document for transcription automatically
e oulmg The new document is created from Document Template of your word-processor and saved to "My Documents”
—- @ Speech Recognition Also, register Document Template associating with Author 1D or Worktype 1D
= General
Background Speech Recognition
B Text Correction Template Author ID Worktype ID
T
1% Auto Collection
- [ Logging
Add
v
< >
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Specify the location of the word document, Author ID, and Worktype from the following
section and press [Update].

OLYMPUS

B Dot
s Receive ® Open word-processor using document templates

™} Notification
Select this option when you want to create a document for transcription aulomalically

s, .
& Routing The new document is created from Document Template of your word-processor and saved to "My Documents”
— @ Speech Recognition Also, register Document Template associating with Author 1D or Worktype 1D
-i= General

Background Speech Recognition

i~E Text Correction Template Author ID Worktype ID
Template
' I ‘ Jsers\ \Desktop\ODDS_Test.docx ‘ . I
Dragon
% Transcription m’ Cancel
" Worktype

If you leave the Author and the Worktype blank, the document template will be used for all
types of Authors and Worktypes. If you specify the Author ID and/or Worktype ID, then that
Template will be used for the respective AuthorID and Worktype.
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