

Setting up your transcription software 

and foot pedal

Dictation playback software is required to playback dictation files.  You may use transcription playback software of your choice.  We recommend using Express Scribe Playback Software.  It is user friendly and easy to setup.  Just follow these simple instructions.

Using Express Scribe Playback Software

Download Software:

1. Go to http://www.nch.com.au/scribe/.
2. Click on Download Express Scribe for Windows.
3. Save to your Desktop.
4. Double-click the icon “essetup” on your desktop.
5. Run.
6. Click “I do agree...”.
7. Un-check the “Related Products” unless you want to demo them.
8. Click Finish.
Plug in your foot pedal:

1. Attach the USB adapter to your foot pedal.

2. Plug the USB adapter into any USB port on your computer.

3. Depending on your operating system, you may receive a message telling you that your computer is recognizing new hardware.  On older systems, you will probably receive no message.

4. With your foot pedal plugged in, continue to the next steps to ensure your computer recognized your foot pedal and that it is working correctly.

Synchronize your foot pedal:
 Almost all foot pedals will work with Express Scribe.  
 

1.  Open Express Scribe.

2.  Click on Options.

3.  Select Controller.

4.  Select Controller setup wizard.

5.  Connect Controller Screen will appear 
Make sure your foot pedal is plugged in.

Click Next.
6.  Controller Setup Wizard:
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· If the “Use Detected Controller” option is accessible then choose this option by clicking in the circle next to it.

· If “Use Detected Controller” is NOT accessible then you must choose your controller.
· Click in the circle next to “Select a controller type manually”

· Select the appropriate controller.
NOTE:  If your foot pedal has any kind of adapter it will most likely be recognized as a “Generic serial controller”. 

You might have to keep returning to this screen to try different foot pedals until you find the correct one.  (eg: Infinity might actually be recognized as a “Generic serial controller”).

7.  Click next - you will see the controller properties.  Notice that my screen shows “Pedals - 8”  but my pedal only has 3 pedals.  Don’t worry just continue on.
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8.  Controller Command Map/Test - will appear:


Press the center button on your foot pedal - You will see “Yes” in the Pressed column - make sure the corresponding command is “Play”.
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Change these commands by clicking on the word in the command column - this should bring up a box with a drop down arrow.  Select the correct command from the drop down menu.
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Do this for each of the buttons on your foot pedal so that:


Center pedal = play


Right pedal = rewind


Left pedal = fast forward.

7.  Click
 Finish.
Exit the screen.

Play the introduction to Express Scribe that you received with the software.

 
To Transcribe Wave Files or other voice files such as mp3:

1. Open Express Scribe.

2. File – Load Dictation files from the appropriate folder.

3. Select/Highlight the downloaded files.

4. Play and transcribe into Word.  

Unzipping Folders 

Files received in a “zipped” folder must be “extracted” from the zipped folder before they can be played through Express Scribe.

The process is a little different depending on the type of software that is installed but in general the following steps should work:

1.  Right click on zipped folder.

2.  Choose "extract all" or "extract to" or "extract with" and follow the instructions that appear.  Pay attention to where you extract them – they will usually extract to a folder right beside the “zipped” folder.

3.  Use the files in the new folder to listen to dictation.
Loading your dictation files to Express Scribe

Option one:

1.  Open express scribe and choose “load” command from the tool bar or from the 

“file” - “load” option.

2.  Find the folder you saved your dictation in by clicking on the browse option indicated in the image below.  


If you cannot find the folder I suggest making a new folder for all your dictation 
files and noting carefully where that folder is.

[image: image5.png]Bl Control View Hotes Bookmerk Options telp

5 & U

symc Load Dock Scribe Mini Options

FEHBEX 05 BEER

Sa38 .- & question for help

(=)

ToalBax

:::;’:1’:‘ [7ILoad Dictation File(s)

B vessage-n1147) E1E HP

Message-01167

[caApocuments and settingstannetpesktopimedica applcation and test
essage- 02222

Bwe

Emessage-02237 [ Fie Dictation Name Sender

Message-02247) | 5 Medical Test Dictaton,

<Type notes for thy

<

Priarity

[oelete fil after loading

| |
>

hich you have [Eress Srbe v 437 © HcH sftware

b~ F A





Once the files are “loaded” they will stay in your express file screen until you choose “done”.  

Option 2:

1.  Locate the folder in which you have saved the dictation files.

2.  Right click on the dictation files

3.  Choose “Transcribe using express Scribe” or “open with” and choose Express Scribe from the program options.
4.  This will automatically load dictation files to Express Scribe.
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NOTE:  If you just click on the dictation file it will open in your computer’s default media player.  Most media players such as Windows Media Player do not work with foot pedals.
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