Quikscribe Wireless Pocket Recorder
Installation and User Guide
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1. Introduction
1.1 Overview
Typing is still a reasonably slow process and it is often not practical or cost efficient for the fee earner of a business to do the typing.

Thus tape based dictation was created and exists to this day.

But technology has progressed far beyond tape based systems or systems that call themselves modern, but offer no significant new features.

Six years ago Quikscribe created a file system called an Intelligent Audio File. An IAF is special because it can not only contain audio, but it can contain relevant text, graphics, place markers, web URLs etcetera.

So how is this relevant?

Well, technology has also progressed to the point where a device that is as powerful as a five year old desktop computer but is about the same size as a five year old mobile phone can spend its day attached to your belt.

This device, known as a Personal Digital Assistant (PDA), allows you to record your dates and times of appointments, synchronises with the contacts on your Personal Computer, allows you to review word documents, listen to music, talk to other people, surf the Internet, watch movies and now, efficiently dictate and send audio files for transcription.

This is why the Quikscribe Pocket Recorder (QPR) was invented. To let you get out of the office and take back control of your time. Whether you are stuck in traffic or waiting in court or out shopping or down at the beach, you can continue working.
This document covers the first release of QPR which will allow you to record your audio files wherever you are. You can review relevant documents and attach them to the audio file if they are necessary for the transcription. You can insert text inside your audio file to minimise retyping of referenced material. When you are finished you click ‘Send’ on your PDA and move on to your next matter. The file will be sent automatically when you dock your PDA with your computer.

With the appropriate data plan you won’t even need to go to the office. You can send your files from wherever you are if you have a WiFi (802.11b) or GPRS connection.

1.2 System Requirements and Hardware Considerations
The Quikscribe Pocket Recorder is a true multi-modal application. It uses an .iaf (Intelligent Audio File) format that is capable of storing and managing any data type, eg audio, text, images and documents. If your Pocket PC does not support certain functionality, some of the capabilities of the Quikscribe Pocket Recorder will be missing.

Below is a list of features and associated descriptions found on different Pocket PC's. Based on this information, you will be able to determine what functionality you require for your specific situation and as a result, will be able to create a requirements profile to suit your specific needs. Unlike a PC, functionality cannot be added later to a Pocket PC, so it is best to know what you want to do. Tick off the functionality that you require and then source a Pocket PC to meets your needs.
a. Bluetooth
Bluetooth allows other devices to communicate bi-directionally to the Pocket PC wirelessly. The most common Bluetooth device is a wireless headset / microphone, which allows for hands-free phone calls.  

More at  http://en.wikipedia.org/wiki/Bluetooth
Note: 
If you want to use a Bluetooth Headset / Microphone for dictation, your Pocket PC needs to be running Windows Mobile 2005 as previous versions of Microsoft Mobile do not support Bluetooth / Sound Card compatibility.  Other Bluetooth devices include wireless keyboards and wireless mice. 
Note: 
All Pocket PC's that we are aware of use Class 2 Bluetooth which provides communication at up to 10 meters (33 feet) or less if there are obstructions between the BT device and your PDA. 
b. Infrared
Infrared allows Pocket PC’s to communicate to other infrared enabled devices. The most common device that can receive infrared communication is a TV since they usually have a remote control. Additionally, some printers have the ability to receive print requests via infrared. Infrared requires very close proximity and a direct line of sight for communication between devices so is often used to ‘beam’ addresses from say a Pocket PC to a mobile phone. 
c. Wireless LAN (Wireless Local Area Network)
Wireless LAN allows the Pocket PC to communicate bi-directionally to other devices that support Wireless LAN. Such as a network server or router, allowing you to access the files or data on your network or surf the web. 


More at http://en.wikipedia.org/wiki/Wireless_LAN
d. Battery Capacity 
Battery capacity determines how long your Pocket PC will operate before needing to be recharged. The unit of measurement is normally mAh (milli-Amp-Hours). Other factors affecting battery life include your Pocket PC having a phone or if you have Bluetooth or WLAN enabled. (Since both of these features are communication features, battery power is used up during broadcast and reception)
e. General Packet Radio Service (GPRS)
General Packet Radio Service allows a Pocket PC / Phone to send and receive data via a telephone network (assuming the user has a data plan with a service provider). With this service an author could email a document for transcription while away from the office or receive one for review. If your Pocket PC does not support this functionality, you can record and dictate while away from office but you will have to dock the device and transfer the files for sending.
In summary if your Pocket PC does not support GPRS, you will have a mobile digital recorder but not a wireless digital recorder.  

More at http://en.wikipedia.org/wiki/GPRS
f. 3G (or 3-G) is short for third-generation
Third Generation is similar to GPRS (as mentioned above) except that it allows data to be sent at high speed, ie between 384 kbit/s and 2 Mbit/s. GPRS is like dial up speed, whereas 3G is like wireless Broadband speed. To use, the author needs to have a data plan with their telecommunications provider. The 3G network is still under construction.  
More at http://en.wikipedia.org/wiki/3g
g. Bar Code Reader
The Bar Code Reader allows a user to read Bar Codes with a Pocket PC. This data can then be used for inventory control or asset tracking. Bar Code Readers are not a typical Pocket PC feature but can be added via the Pocket PC’s expansion slot. 

More at http://en.wikipedia.org/wiki/Barcode_scanner
h. RFID (Radio Frequency Identification) Scanner

The RFID makes it possible to collect information about a product, ie place, time or transaction quickly, easily and without human error. It provides a contactless data link, without need for line of sight or concerns about harsh or dirty environments that restrict other auto ID technologies such as bar codes. The RFID Scanner is also not a typical Pocket PC feature, but can be added via the expansion slot.  

More at  http://en.wikipedia.org/wiki/Rfid
i. External SD, CF, Mini SD or MMC Memory

The external memory card, allows a user to extend the memory capabilities of the Pocket PC. There are different types of memory that can be used, eg Secure Digital, Compact Flash, Mini SD or Multimedia Memory Cards etc. It is possible to record directly to these cards, however we have found that when you stop recording, a delay can occur. We therefore recommend that you consider doing normal dictation to the internal memory because it is fast and responsive.  The SD/CF card’s enormous capacity (up to multiple Gigabytes) makes it ideal for long recordings such as interviews where constant stopping and starting is not required. 

More at http://en.wikipedia.org/wiki/Secure_Digital  or http://en.wikipedia.org/wiki/CompactFlash
Note: 
If your Pocket PC does not offer the ability to add additional memory, your recording time will be limited. From a storage perspective, using a 1G SD card, you can record over 170 hours which is more than 7 days continuous recording time, assuming your recording format is 8KHz with real-time compression enabled. 
j. Programmable Hardware Buttons

Most Pocket PC's have hardware buttons to launch different Pocket PC applications. The Quikscribe Pocket Recorder provides the ability to re-assign these hardware buttons to specific recorder functions.  This means you can customize the functionality to suit your needs. Additionally, it means you can keep recording while involved with other applications (Assuming they don’t use the same set of buttons.)
k. Phone

A range of Pocket PC’s also offer phone capabilities. These types of devices generally offer the highest level of value.  If your Pocket PC does not have phone capabilities, you may be limited to WiFi (Wireless) connectivity requiring a dataplan and a wireless hotspot. (See paragraph C above).

l. Internal Microphone



Most Pocket PC’s provide an internal microphone, which allows an author to record and edit audio. Without an internal microphone it is impossible to record audio unless your Pocket PC also supports an external microphone. In the near future a Bluetooth microphone will be available for dictation on devices with Bluetooth that also use Windows Mobile 2005 operating system.
m. External Microphone Jack

An external microphone jack allows you to record via an external microphone. The reasons that you may do this are:

· You want to increase the audio quality captured by using a better quality microphone than comes standard in the Pocket PC
· The audio you want to capture is via an analogue feed, eg TV, radio, mixer
or

· The audio environment is noisy thus a noise canceling microphone is necessary.
n. Camera




A large percentage of Pocket PC’s have a camera. Due to the small form factor of a Pocket PC, these cameras are not very accurate from an optical perspective and image quality may be poor, however depending on your industry or specific requirements, these cameras may be suitable.




o. Keyboard
A lot of Pocket PC's offer built-in keyboards, which makes text data entry easier. If a Pocket PC does not have a physical keyboard, you can use a software keyboard. Bluetooth keyboards are also available (such as the Stowaway) that are almost full size and allow for very fast alphanumeric and textual data entry (assuming you can type).
p. Touch Screen Size, Resolution and Colours





Pocket PC screens typically come in Portrait or Square shapes. Portrait being either 240 x 320 (QVGA) or 480 x 640 (VGA) or Square being 240 x 240 or 480 x 480. Depending on your requirements - resolution or size may be important. Additionally the number of active colours displayed varies but is typically 65000 or greater. The higher the resolution and colour palette, the better the screen image will appear. 

q. Operating System (OS) Windows Mobile 2003 and 2005

The Quikscribe Pocket Recorder has been designed to work on Windows Mobile 2003 (2nd edition) and Windows Mobile 2005.  It may work on earlier versions but we do not support it.  Obviously, there are many new and enhanced features on Windows Mobile 2005 compared to Windows Mobile 2003.   

2. Installation Procedure
2.1 On the Pocket PC (Windows Mobile 2003 or 2005)

Note: You need to have Compact Framework 2 installed, download from link below. http://www.microsoft.com/downloads/details.aspx?FamilyID=9655156b-356b-4a2c-857c-e62f50ae9a55&DisplayLang=en and you also need to Microsoft Active Sync 4 or greater to be able to connect to the Quikscribe Pocket Recorder, see link below. 
http://www.microsoft.com/windowsmobile/downloads/activesync41.mspx
i. Copy the file called Quikscribe PPC Recorder.CAB to your Pocket PC by using the Active Sync connection or by transferring the files to an SD card to use in the Pocket PC’s expansion slot.
ii. On your Pocket PC, navigate to this file and select it. This will install the application to \Program Files\Quikscribe\PPCRecorder. 
iii. Follow the prompts. Select ‘allow installation’ when prompted.
iv. Start the application, by selecting - START - PROGRAMS - QuikscribePDA 

2.2 On the PC
This software allows you to apply settings to the PDA and automatically downloads your files from your PDA and sends them to the destination. It is also necessary for registration of your QPR software.
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Note: Without registration, QPR will only allow 30 second recordings.

i. Double click QSPPC_setup.exe to start installation of the Quikscribe Pocket Recorder Synchronisation Software 

ii. Follow the prompts to install.

iii. Once installed, restart your computer. 
2.3 Registration 
Registration of QPR involves there being a file on your PDA in the QsSettings directory that licenses your software. This should have been placed on your device by your reseller. 

If your QPR software isn’t registered you will see a warning screen when you first load the QPR software telling you it isn’t registered and that the software will run in demonstration mode, limiting you to 30 seconds of recording.

Contact your reseller to resolve this issue or email us at registration@quikscribe.com.au 
2.4 Screen Alignment


Screen alignment is very important since it controls how gestured inputs are interpreted by the Pocket PC. If the alignment is incorrect, you will get mixed results when trying to use the Pocket Recorder and/or other applications on your Pocket PC.

Screen alignment normally occurs when a new Pocket PC is started. However if, for some reason, it was not done correctly or it gets out of alignment, it is possible to re-align the screen by clicking on the Start menu then Settings. Go to the System tab then the Screen icon. A screen similar to the bottom left will appear. Select the Align Screen button then  follow the on screen prompts until your screen is aligned.
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2.5 Screen Orientation


If you have a Pocket PC that supports Portrait (240 x 320 or 480 x 640 resolution) you can change the orientation of your screen and use the Pocket Recorder in Landscape Mode. The steps for this are below.

If open, exit the Pocket Recorder. Click on the Start / Settings / System tab and then the Screen icon. A screen similar to the bottom left will appear. If you select Landscape (left or right handed) and then select OK your Pocket PC orientation will switch from Portrait to Landscape. If you restart the Pocket Recorder, you will notice the entire interface has changed to suit. Below is a sample screen shot.

Note: 
If you have a Pocket PC with a square interface (240 x 240 or 480 x 480) your screen is square so there is no orientation option. 
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2.6 Microphone AGC (Automatic Gain Control)

To record audio onto your Pocket PC, your device needs to support either a built-in microphone or the ability to plug in an external wired microphone.

You must also enable the Microphone AGC since this is not enabled by default. With AGC off your recorded audio levels may be too low to be useable.
To enable AGC Click on the Start / Settings / System tab and then the Microphone AGC icon. A screen similar to the one below will appear. If you then select Enable and then OK, you will find that your Pocket Recorder input audio levels will be much higher.
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Note: 
Some Pocket PC's do not support Microphone AGC. Without AGC microphone volumes may be very low. We advise that if your Pocket PC is for dictation that you make sure it has AGC as an option. If you have a device without AGC, contact the manufacturer and see if there is a software patch you can download to enable this option.

Note: 
It will soon be possible to use a Bluetooth microphone to record to your Pocket PC if it is a Windows Mobile 2005 (WM5) device. Unfortunately earlier versions of Windows Mobile do not support this feature. If you do not own a Pocket PC and intend to purchase with the view to dictation, we suggest you get a WM5 or later device. 

2.7 Quick Launch Button Assignment

A suggestion to make starting the Quikscribe Pocket Recorder easier is that you assign the default hardware recorder button found on most Pocket PC's to the Quikscribe Pocket PC Recorder. To do so:
Step 1:
Click on Start / Settings / Buttons
Step 2:
Select the button you want to assign from the list provided, then select QuikscribePDA and then OK.
Step 3:
Press this newly assigned button to confirm the assignment was successful. 
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Tip:
When you want to exit the Quikscribe Pocket Recorder, you can either go to the right slide out menu and:

1.
Select DESKTOP, which will minimize the application and allow you to do other tasks on the Pocket PC; 
or 
2.
You can select EXIT, which will close the application completely.
In most circumstances it is recommend that you select the DESKTOP option, as the application can be instantly re-opened by selecting the assigned hardware button. If however you select EXIT, you will need to wait several seconds for the application to initialize. 
Note: You must EXIT the application if you want to upgrade the Quikscribe Pocket Recorder.  
3. Training and Interface Information
3.1 Interactive Gesture Based Training 

Our goal was to make an interface that only required one hand to operate and was easy to use. This was not possible using standard Windows Interface guidelines.
The solution was to duplicate the way authors traditionally controlled analogue dictation devices i.e. a slide control. We took this functionality and extended it significantly since we could go both vertically and horizontally. We use simple gestures such as up, down, left or right and combination gestures such as up then right (which would start overwrite recording for example)
To introduce you to gesture based editing, we have created an interactive gesture based training screen (as shown below).  This loads the first time the Quikscribe Pocket Recorder is started. Once you are confident using gestures you can stop this from loading on start-up by un-checking its box in Settings.  
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Interactive Gesture Based Training

Note: 
Gestures are used to control almost all functionality on the Quikscribe Pocket Recorder, such as Opening Menu's, creating New files, or accessing Settings etc. Our aim was to make interaction via gestures as simple and as easy as possible. 
Note: 
If you are reading this document but you do not have the Quikscribe Pocket Recorder actually installed on a Pocket PC, you will not fully understand the benefits, simplicity and ease of gesture based controls. 

3.2 Main Splash Screen

Below is the Main Splash Screen which displays the feedback status. While no file is open this Main Splash Screen will appear. The logo displayed can be changed. (See 5.1)
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· Drafts 
This displays how many files are currently in the QSDrafts directory on your Pocket PC. These are files that may still be in progress. They have not been sent for transcription yet.

· Files Pending to be sent 
These are files waiting to be sent. This means they are on the Pocket PC and will be sent when the Pocket PC is docked.
· In Queue - not in progress
This feature is not yet available.
· Currently in progress 
This feature is not yet available.
· Documents waiting for review
This feature is not yet available.
· Battery power remaining
This displays the battery power remaining (as a percentage)
· Recording duration available
This displays the recording time remaining based on the recording memory available. By default, the Pocket PC uses internal memory but SD or CF cards can be selected. (see 5.2)
3.3 Left Main Menu (Overview)

Below is the main left menu. You can access this menu by a left to right gesture at the bottom of the screen 

 




· New 
Selecting this menu option will then display another menu to the right allowing you to choose what type of file you would like to create, eg Dictation, Instruction, File Note, Interview. 
· Open 
Selecting this menu option will then display another menu to the right allowing you to select from the five most recent files.
· Close
Selecting this menu option closes the current file and leaves it in the Drafts directory on your Pocket PC.
· Send
Selecting this menu option allows you to send the file via the Quikscribe PC Sync application that should be installed on your PC. (Note: If you do not have the QSPPCSync application installed, you can still get your files, but you will have to do it manually through Windows Explorer)
· Manage
This feature is not yet available.
· Review
This feature is not yet available.
3.4 Right Main Menu (Overview) 







Below is the main right menu. You can access this menu by a right to left gesture at the bottom of the screen.  
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· Help
Selecting this menu option will display a link to the PocketPCHelp manual. (Note: Later versions will have a gesture based text help system available on the Pocket PC) 
· Assign 
Selecting this menu option allows you to assign different hardware buttons to the dictation and editing functions.
· Settings
Selecting this menu option allows you to change settings and preferences.
· About
Selecting this menu option displays the About screen and version number.
· Desktop
Selecting this menu option minimizes the Pocket Recorder allowing you to access other applications on the Pocket PC. If buttons have been assigned for dictation, you can dictate and edit while working within other applications.
· Exit
Selecting this menu option will close the Pocket Recorder. If you want to re-start the Recorder, it will take several seconds to reinitialize. We suggest you select Desktop unless there is a specific need to fully close the application.
3.5 Basic Dictation Interface






This is the basic control interface which allows you to RECORD, STOP, PLAY REWIND and FAST FORWARD. Essentially duplicating the standard functionality of a tape based system or a digital recorder. The pattern we call the ‘gearbox’ indicates what gesture is required for each function. For example, from Stop (in the middle), Record would be an up gesture. (Note: you can make gestures anywhere on the screen, you do not have to be on top of the ‘gearbox’ graphic) 
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· Record
Place your finger, thumb or stylus anywhere on the screen and gesture upwards. (Note: in simple mode, recording will overwrite existing audio. If you start in the middle you will record over some of the middle. Advanced recording offers you two other recording modes.)
· Stop 
To stop recording, (you would be at the top of the gearbox) gesture down and recording will stop. If the file was playing rather than recording, (bottom of the gearbox) you would gesture up to stop.
· Play 
To play the audio, assuming the file is stopped (middle of gearbox), gesture down and to stop playing, gesture up.

· Rewind 
Gesture to the left (towards the double left facing triangles) and keep your finger pressed on the screen to keep rewinding. To stop, lift your finger from the screen. You will hear click sounds while rewinding.
· Fast Forward
To fast forward, gesture to the right (towards the double right facing triangles) and keep your finger pressed on the screen. As above this will continue while you apply pressure to the screen. To stop, lift your finger from the screen. 
3.6 Advanced Dictation Interface
The Advanced Interface provides 6 features more than the Basic interface.
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· Insert Mode
Gesture UP-LEFT - Insert Mode allows you to push all audio forward within the file. An example would be if you wish to add to an existing sentence or list halfway through the file.
· Overwrite Mode
Gesture UP-RIGHT - Overwrite Mode will record the same as in the Simple Interface. This time though, if you record over something you want, you can select UNDO.
· Append Mode
Gesture UP - Append Mode means you will always record to the end of the file. This eliminates overwriting existing audio accidentally.
· BOF 
Beginning of File – if you do a double gesture to the left, LEFT-PAUSE-LEFT you can jump to the beginning of the file, rather than rewind within the file. This saves time on long recordings.
· EOF  
End of File - if you do a double gesture to the right,  RIGHT-PAUSE-RIGHT you can instantly jump to the end of the file, rather than Fast Forwarding within the file

· Undo Edit
If you make a mistake when recording, you can gesture DOWN-LEFT and Undo (remove) your last edit. You can Undo as many edits as you have made.
· Redo Edit
If you Undo (remove) an edit and change your mind, Redo will put it back. A DOWN-RIGHT gesture will Redo. Undo and Redo work hand in hand. So the last edit on the list is the first to be redone. You cannot Redo an edit out of order.
3.7 Main Interface Description


1. Current Position in the file
2. File Information menu

3. Total file length

4. VU or Level meter

5. Insert Record Mode

6. Append Record Mode
7. Overwrite Record Mode 

8. Stop

9. Rewind

10. Rewind to Beginning of file

11. FastForward

12. Fast Forward to end of file

13. Play

14. Undo

15. Redo

16. Play all sections

17. Previous section

18. Next section

19. Status

20. Left Main Menu Indicator
21. Right Main Menu Indicator


3.8 
File Information Screen
From the main interface a left to right gesture at the top of the screen will display the File Information menu below. To close this menu, do a right to left gesture also at the top of the screen.
As you can see in the screen shot displayed below, all of the file properties are visible.
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Note: 
In addition to displaying the file duration HH:MM:SS we also display the billable time being the total time the file has been worked on. This information can be passed back to an accounting package programmatically so the client or patient can be automatically billed for the time invested by the author. If you use a traditional tape or digital recorder you would need to manually log the time. With the Quikscribe Pocket Recorder, we track the billable time seamlessly and automatically with every dictation file created, ensuring your authors are billing for every second they invest and without the distraction of having to manually log which carries the risk of being forgotten.
4. Dictation Modes
4.1 New File Type Menu and Matter/Patient Selection Menu
When you select New from the Left Main Menu you are presented with a menu of different file types (as shown below) Depending on your need, you can select the type of file that you require.
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If your Document Management System or Case Management System has been integrated with the Pocket Recorder, you will be presented with a list of matter / patient details in order to profile your job (as shown below). 



4.2 Basic Dictation
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Below are instructions how to use simple gestures to invoke different functions: 
· Record
To Record, place your thumb, finger or stylus on the screen and slide up. In doing so, your upward directional gesture will be recognised and Recording will commence. 

· Stop
To Stop recording, place your thumb, finger or stylus on the screen and slide down. In doing so, your downward directional gesture will be recognised and recording will stop.
· Play
To Play, place your thumb, finger or stylus on the screen and slide down. In doing so, your downward directional gesture will be recognised and Playback will occur from your current position. 
· Rewind  
To Rewind, place your thumb, finger or stylus on the screen and slide from right to left. In doing so, right to left directional gesture will be recognised and Rewinding will commence. To stop rewinding, release your thumb, finger or stylus.
· Fast Forward  
To Rewind, place your thumb, finger or stylus on the screen and slide from right to left. In doing so, right to left directional gesture will be recognised and Rewinding will commence. To stop rewinding, release your thumb, finger or stylus.

4.3 Advanced Dictation
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Below are instructions how to use simple gestures to invoke different functions:
· Append
Audio is appended to the end of the file, regardless of the current position within the file. This eliminates the chance of overwriting previous audio and is the default method of recording on the Quikscribe Pocket Recorder while in Advanced Recording.
· Overwrite
Audio is recorded over previous audio, just like a tape based system. However unlike a traditional tape, if the audio is recorded over a previous section accidentally, it can be Undone. Doing the Undo gesture will remove your last edit. 
· Insert
Additional audio can be recorded at the play point within the file. Remaining audio is pushed forward within the file. An example would be if you recorded four names to a list and remembered much later that there was a name missing. You can go to the end of the list and record the missing name.  

Undo / Redo  
At no time when recording does the Pocket Recorder actually overwrite (destroy) audio content. This is a feature of the Intelligent Audio File with the benefit being that you have the ability to instantly Undo or Redo unlimited edits. This means, you make a mistake while dictating, rather than rewinding, pressing play to queue up the position and then re-recording, you can simply gesture Undo, which will remove the last edit, conversely if your would like to re-insert the edit, gesture Redo. 


· Structured Dictation
Structured dictation allows you to record and edit large dictation files in a structured and orderly manner. Rather than attempting to record a single large linear dictation file, Structured dictation makes it possible to break large tasks down into manageable Sections. 

For example, imagine you have just had a meeting with a client and from this meeting you need to take certain action on their behalf. During the meeting, you noted several key points, which you now need to document in a letter to be forwarded onto another party. At this stage, the only parts that are clear and in your mind are the points you noted within the meeting, but the letter will also require introduction and a summary. 
Using the Quikscribe Pocket Recorder you can create a new Structured dictation file. You will notice the interface displays Section 1 (see left image below). However since you do not have an introduction in your mind at this stage, you can skip this section for the time being and create the next section by a top to bottom gesture on the right hand side of the interface. (Section Navigator).   
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Once you have recorded all of the different points as separate sections, you can then go back to Section 1 and dictate your introduction.
Note: 
A completed printed document is normally designed to be presented in a logical sequence.  However our thinking does not necessarily work that way. With structured dictation, you have the ability to record the sections in the order of your thoughts and when you are ready, you can dictate the remaining sections or return to previous sections and add or edit if required. Lastly, if you would like to play all the sections as one continuous audio file you can do so by gesturing Down – Pause – Down. 
4.4 Form Based Dictation 
Form Based Dictation allows you to fill in a pre-defined form or template. You can dictate answers into different fields and then advance onto the next field. 

Pocket PC's are very powerful, but up until now, data entry has not been easy or quick if it involved typing or navigating a form. 

We have re-engineered data entry by voice enabling intelligent digital forms.

In summary, if a form has a tick box, you can tick it, if a form requires a block of text, rather than type, you can talk.

The details of this will be covered in the document to go with the next release of QPR but if it is of interest please contact us for a chat. 

Problems associated with paper based forms:
· Limited to text only input via pencil or pen

· Data entered needs to be re-keyed later
· When data is re-keyed errors or omissions can be introduced. 

· Increased costs and added delays. 

· Form validation is not possible, allowing fields (data) not to be captured.
· Multi tasking is not possible
Benefits of an intelligent digital form:
· Not limited to text. Images, voice, electronic signatures etc can be inserted

· Data captured does not need to be re-entered, saving time, money and errors

· Forms can be electronically sent or streamed and a copy retained
· Bar Codes, RFID information can be scanned and captured.

· Longitude / Latitude data via GPS can be captured

· Data entered can be protected from alteration

· Data entered can be encrypted to prevent unauthorized access.

· Can be updated and electronically deployed wirelessly to users

· Can have business rules and logic based branching applied
· Can be pre-populated with known information to minimize data entry

· Form validation can be added to ensure all fields (data) required is captured
· Observations and reporting can be done at the same time
4.5 Instruction Dictation

Instruction Dictation operates the same way as a Dictation Mode.  However, rather than being flagged for transcription, its purpose is to be played by the recipient and then acted on or implemented.
Using Instruction Dictation is a great way to delegate work, especially if you are away from the office.  It is much more efficient than playing telephone tag. While driving your car and using Voice-Activated recording, it is possible to dictate instructions or tasks. Once you have completed your instructions, you can send the file back to your network as an e-mail saved as an .iaf or .wav file or even send it to a Phone as an MMS.
4.6 File Note Dictation

File Note Dictation operates in the same way as a Dictation Mode.  The only exception is its primary aim is to record File Notes, eg thoughts, ideas, summaries which can then be associated with a matter or patient for future risk-management purposes.  File Notes can be transcribed, if required, but the primary aim is to provide you with the fastest possible way to record and store information which is important and relevant to a client or patient.

4.7 Interview (Protected) Mode

Interview Mode is designed specifically to record interviews for risk-management purposes. All files recorded in Interview Mode can not be edited or modified in anyway internally. 
It is for this reason, the recording interface for Interview Mode does not display the Undo, Redo, Insert or Overwrite functions (see below). Regardless of the current play position within the file, all new audio recorded is automatically appended to the end of the file.

Additionally, the date/time of any stop or start is recorded within the file, and QPR will not allow a recording to continue if the PDA clock is changed.
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· To start recording, you need to gesture UP-RIGHT. To stop recording you need to gesture LEFT-DOWN. This unique gesture is to prevent accidental start or stop actions.

· Every time a recording is started or stopped, the current Data / Time information is stored as a date / time stamp with the following syntax YYYYMMDD_HH:MM:SS.S.  This information is stored in an undeletable marker within the audio file at the exact position the file was either started or stopped. For example if an Interview is stopped for 5 minutes and then recommences, the internal time stamps will reflect this.

· Additionally if someone backdates the date / time on the Pocket PC and then attempts to record additional audio into the file, it is not possible and the above image (right) will be displayed. 

5. Options, Settings and Help
5.1 Customizing the Splash Screen with a Company Logo
The default Splash Screen as shown below (bottom Left) displays the Quikscribe logo.  However, this can be changed with a custom logo, eg the Quikscribe logo (bottom right).
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The default Quikscribe Splash logo is built within the Quikscribe Pocket Recorder application.  However, if you would like to replace it with a custom logo do the following:
Step 1:
Go to the link below and download the file called Sample.zip

www.quikscribe.com.au/QuikscribePocketRecorder/Splash.zip 
Step 2:
Modify the image with your preferred image editing package to suit your requirements. Note: Do not modify the 240 x 120 resolution. 

Step 3:
Save the resultant image into the root directory of the Pocket PC and start up the Pocket Recorder. If the Pocket Recorder was running at the time, Exit the application and then re-start so the custom logo is displayed. 

Note: 
The background colour that appears to be white is slightly off white. So when modifying the Sample.bmp image, ensure the same colour is maintained so it will blend in with the background when displayed on the splash screen.
5.2 Record Settings
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· Record Quality
The default setting is 8000 Hz which means the audio recorded is sampled 8000 times per second. It is possible to choose 11025 Hz or 22050 Hz. For most applications 8000 Hz is sufficient since it is equivalent to telephone quality. If you plan to use Post-Voice Recognition, it is best to use 11025 Hz or 22050 Hz for greater accuracy.
Note: the greater the sample rate, the bigger the file size.
· Compression
The default setting is Real-Time Compression, which means the audio is being recorded, compressed and stored simultaneously. Post Compression will record the audio file then compress on send which is good if your PDA is underpowered. No Compression has the best quality but also the largest possible file size. 
· Total Record Time
This value displays how much recording time you have available on your device. If you change the sample rate or compression options this will vary. If you change the Record Location to the SD card this value will change to reflect the space left available on the SD.
5.3 Advanced Recording 
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· Current Ambient 
This value displays how much background noise there is in your environment. It is important to ensure that the trigger level is set 10 to 20 % above this level to ensure that false triggers do not occur from ambient noise.  
· Simulated Record This shows the point at which recording would occur with the trigger level set at the current level. Ideally when you are silent (not speaking) the simulated record state will display BUFFERING. If you speak, your volume should be such that the simulated record state will switch to RECORDING. When you stop it should go back to BUFFERING.
· Set Trigger Level
The trigger level is the point you set that activates recording. Recording will continue while audio is above this level. As stated above, the trigger level should be set between 10 and 20% above the ambient (background) noise level, otherwise the voice activation will not work correctly and everything will get recorded, not just your voice. 
Tip: 
Voice activation is ideal for situations when you want to focus on another task while recording comments at the same time. For example, if you want to review a document, you can set voice activation and record your comments without having to look at the PDA.
5.4 Options
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· Collapse menus 
If this option is turned on, menus will automatically collapse after x amount of seconds. If this option is not enabled, these menus will remain displayed until manually collapsed.

· Compatible with
By default the Pocket PC is configured to be compatible with Quikscribe, however if you have BigHand, Winscribe, Lanier, Philips, or Olympus, you can send files to these transcription systems in a file format that is 100% compatible. 
· Right or Left Hand 
You can change the position of the VU meter and the Section Navigator to suit your preference.
5.5 Author Details


Author Details

It is recommended that these details be entered. This information will be part of every file created which will assist with file management. 

This information is required if you want to pass billable time back (programmatically) to your accounting system. The billable time, client, and author would all be necessary for the system to store the data. 

To enter this data use the keypad on your PDA. If your PDA does not have a keypad, you must use the QSPPCSync application that runs on your PC and that came with the Quikscribe Pocket Recorder.

5.6 Button Assignment 


Most Pocket PC's have one or more hardware buttons that can be reassigned to different functions or events. The Quikscribe Pocket Recorder allows you to reassign all recording and editing functions.

A suggested use of this is to assign a button to Record / Stop. This will allow you to record while in other applications. For example, you can be reviewing a contract in Pocket Word and dictate changes at the same time with assigned control buttons.
[image: image24.png]Hardware Button Assignment

|

[Press any button on your device.
/Once you dio ths, you wil be able to
lassign a function, Once you have.
jassigned a function to a button, a
text cescription below wil appear,
lexplaining how this feature /
function works and in some case,
Jwil provide you the abiity to sst
Jacftional options.





      [image: image25.png]Button 3

[Record / Stop

[Previous Marker
lRecord

[Redo

[Rewind / Stop
lsend Fie
lGtop

lundio







[image: image26.png]Button 3

[Pressing this button wil start
[Recording from the cuent its

lcurent position. If you press it
Jagain, it wil Stop Recording.





5.7 Help 


The Quikscribe Pocket Recorder uses a simple HTML based interface.
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5.8 About

This page displays file Quikscribe details, application version number and copyright information. 
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Basic Dictation Interface





The Basic Dictation interface duplicates all of the functionality of a standard tape based dictation system. The only record mode is Overwrite mode.





With this interface, you can Record, Stop, Play, Rewind and Fast Forward.





Once you are confident using this basic interface, we suggest that you start using the Advanced Dictation Interface as you will be able to dictate more work in less time, as the Advanced interface offers additional features such as the ability to Insert Audio, Append Audio plus the ability to instantly Undo and Redo Audio edits.








The Advanced Dictation interface provides all of the basic interface functionality e.g. Record, Stop, Play, Rewind and Fast Forward plus many new advanced time saving features. 





With the Advanced Dictation interface you can change your recording mode on the fly (between edits) from Append Mode, to Insert Mode or Overwrite Mode.





You can instantly jump to the biggining of the file or jump to the end of the file, rather than having to rewind or fast forward like a tape.





Lastly you can instantly Undo or Redo audio edits, thus saving you editing time.











Auto Name


Automatically names each new file created and increments the file number suffix.





Display Advanced Record Interface


If enabled, the Advanced Record Interface will be displayed. You will then have the ability to Insert, Overwrite, Undo and Redo. If not enabled the basic Recorder interface is displayed which has only Record, Stop, Play, Rewind and Fast Forward.





Record audio files


This setting determines the location where files are stored. If you have an SD card installed, you can select this to provide greater recording capacity, e.g. a 1G SD card will provide over 160 hours of recording.








File Information Screen





File Type Menu





Structured Dictation - Section 1





Allows for Basic dictation capabilities





Allows for Advanced dictation capabilities e.g. Undo, Redo, Insert, Overwrite & Append.








Allows a author to record and edit large files in sections yet transcribe as a single file.





Records in a non-editable (protected format) Ideal for risk-management purposes.





Allows an author to select from a list of custom text based forms to dictate against. 





Allows an author to select from a list of custom XML based forms that provide branching capabilities based on answers.





The moment you have selected a matter or patient you have profiled the relevant data for the dictation and stored it in the audio file. This means you can now manage files by author, filename, or client.





It also means that you can track billable time for each client as the Recorder automatically keeps track of all billable time for each file, unlike normal digital recorders that only track audio duration.





This billable time information within the file can then be transferred back to a third party accounting package via, eg .xml, .txt once the file has been completed and sent.





Note: this is only available if you have a document management system integrated with the Quikscribe Pocket Recorder.











Matter / Patient Menu





Structured Dictation - Section 2








Interview Mode Interface





Quick Launch Button Assignment








Display interactive training on startup


If enabled, the interactive gesture based training will load on startup. For more information refer to page 10.





Enable click sound for Play-All-Functions


If enabled and you are using either Structured Dictation (refer page 19) or Form Based Dictation (refer page 20) and you do a Play-All gesture (Down - Down) which plays all sections as if they are one file, you will hear a click sound as you pass each section break. 


If this is disabled, the sections will all play as one continuous file without the click sound.








Pre-emption Time


If enabled, it is possible to set a record buffer (between zero and five seconds) that allows you to start speaking before you press record, without losing any of your dictation. It is used to remove clipping from the habit of speaking while pressing the button.





Voice Activation


This will activate recording based on the input audio level. You need to calibrate it by speaking and watching the Simulated Record State.
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Screen Alignment





Settings - Screen Options





Landscape view - When orientation is changed





Microphone AGC - Enabled
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Image 2 - Assign a button function














Options











Image 1 - Display the default screen that is displayed when the Assign button is pressed from the Right-Hand menu.





Image 2 - Displays that button 3 on the Pocket PC has been pressed and now displays the list of functions that are assignable to this button.





Image 3 - Button 3 on the Pocket PC has now been assigned to the function "Record / Stop" and you will see that there is a description of how this function works.





Note: By default, all buttons are assigned to "None". You can assign multiple buttons to the one function.





Image 3 - Record / Stop Assigned








Image 1 - Button Assignment Page
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