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Added the function to receive emails from DS-9500 and
automatically upload to ODMS Cloud. (Section 6.7)

Verl.12

2024.09.12

<Fixed an incorrect description of the conditions for deleting a user>
Delete users. (Section 5.4)

Verl.13

2024.12.2

<Added information about system configuration>
System Configuration (Section 1.1.3)

<The following features have been improved>
How to playback backed-up Dictation Files (Section 2.10.2)

Changing Status from Finished to Pending (Section 3.9.5)

Virtual Environment Support for the Desktop App (Section 6.2.1)

Changes to the settings menu due to the addition of functions to

the Desktop App (Section 6.3.5)
Download Option (Edit Job Data) (Section 6.5.5)
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Verl.14

2024.12.9

<Password change operation has been partially improved>
Change Password. (Section 2.3.4)

Verl.15

2024.1.14

<Offline mode has been added to the Mobile App>
Offline mode. (Section7.9)

Verl.16

2025.1.27

<The following features have been improved>
Forced completion of user verification. (Section 2.3.3)

Dictation Search Function. (Section 3.1.4)

User Search Function. (Section 5.2.4)

Ver2.00

2025.6.30

Background Speech Recognition function has been added along with
additional Speech Recognition License type.

Ver2.10

2025.9.1

<The following features have been improved>
You can now select multiple Dictation Files and delete them all at

once. (Section 3.4.5)

You can now change the role of registered users. (Section 5.2.5)

New task notifications can now be received via email. (Section

5.2.2)

You can now sort by Transcriptionist on the Dictations screen.
(Section 3.1.5)

An icon now indicates whether a task is assigned to an individual

or group Transcriptionist. (Section 3.1.2)

The role of the logged-in user can now be displayed as an icon.

Section 2.1

You can now view tasks that are assigned to multiple people.
(Section 3.1.1)

Support pages can now display Dealer’s contact email addresses.

(Section 2.2.6)

Ver2.20

2025.11.17

<The following features have been improved>
You can now enable or disable the Auto Punctuation feature in

background speech recognition (Section 2.8.4)

Auto Backspace is now available in the Text Correction
Window(Section 6.5.3)

Dictation files can now be exported (Section 6.13)

Ver2.21

2025.11.25

<Some of the following requirements have been revised>
Devices Connectable to Desktop App (Section 1.4)

Operating Environment (Section 6.2.2)

Ver2.22

2026.2.9

<The following features have been improved>
Select options for two-factor authentication (Section 2.3.5)

Change the status of multiple files to "Finished" at once (Section

3.9.6)
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Ver2.23 | 2026.3.9 <The following features have been improved>
Transcriptionists can now delete tasks (Section 4.3.5)
Ver2.24 | 2026.6.8 The typographical error has been corrected.
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1 Introduction.

Thank you very much for purchasing our product.

This chapter provides an explanation to help you understand the overview of ODMS Cloud.

Detailed functions and usage are explained in detail from chapter 2 onwards.

J 1.1 ODMS Cloud Outline

1.2 Licenses

1.3 Devices Connectable to Desktop App
1.4 Supported File Formats

1.5 Supported Browser

9

Next Chapter
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1.1 obMSs cloud Outline.

OM Dictation Management System in the Cloud (ODMS Cloud) is a cloud-based dictation
workflow system that allows you to share dictation files between authors and Transcriptionists
anytime, anywhere. Your files are now stored on the cloud, which means a dedicated server is no
longer required, and setup is easy to get started.

Designing your dictation workflow can be done through a simple interface which allows you to

realize an efficient workflow.

The ODMS Cloud offers the following:
® Easy to establish dictation workflows without the need for a dedicated server.

® ODMS Cloud can be used from both Windows and Mac PCs.

® If users have a PC connected to the Internet, authors can upload their dictation files to
the Cloud and transcriptionists can transcribe them anytime, anywhere.

® When you connect a compatible OM System digital recorder via USB, it will automatically
detect the device and upload the dictation file on the device to the ODMS Cloud.

® Dictations recorded using the dedicated smartphone app can be uploaded directly to the
ODMS Cloud from the smartphone app.

® Administrators can configure various settings such as user management, license
management, license requests, and workflow design from the ODMS Cloud web screen.
Information such as license usage status and expiration date are displayed in a list.
The assigned transcriptionist will be notified when a new dictation is uploaded to the
ODMS Cloud.

® Dictations uploaded to the ODMS Cloud are displayed in a list with the transcription

status.

For individual device settings, download the Device Configuration Program (DCP) from the

download site and install it on your Windows PC.

Chapter top
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1.1.1 System Configurations of ODMS Cloud.

e System Overview

The ODMS Cloud is a dictation workflow system built on Microsoft Azure, which allows user
management, workflow management, and license management to be centrally managed on
the Cloud Server. To use the ODMS Cloud, authors and transcriptionists will access the

Cloud Server from the desktop application installed on their client PCs. By using the mobile

app for smartphones, authors can dictate and upload dictations from their smartphone
directly to the ODMS Cloud.

: I O Subscription Service

| o Mi
| L—‘ : Microsoft Azure
e
atiuanrIcﬂow

2
il —

[T Smartphone App
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1.1.2 Overview of Applications.

e Web App
The web application can be used via a browser and can be used without installing the
application software. (For tasks such as uploading dictations or transcription, you will need
to install the desktop app described below).
The system is designed with security in mind, using two-factor authentication to log in. The
functions available after logging in are limited by user privileges. Users registered in the
system with administrator privileges can use all the functions of ODMS Cloud. You can
select the functions from each tab that appears on the top of the screen after logging in,
and perform user management, license management, license issuance requests, workflow
design, etc. On the Dictations tab, you can check the progress of your transcription in a
list. Routing rules can also be easily configured on this screen. If a user with author or
transcriptionist privileges logs in to the ODMS Cloud, only the Dictations tab will be enabled

to provide simple operation and to keep the settings defined by the administrator.

¢ Desktop App
This is the application software required to link the ODMS Cloud with a local client PC. It
automatically detects the USB connection of the dictation device and automatically uploads
the dictation file in the recorder to the cloud server. It also provides various functions for
playing the dictation file on the cloud for transcription. The desktop app has a function to
receive setting information such as Author ID and Worktype ID required for dictation
workflow from the server and automatically transfer it to the dictation device.
For details, please refer to <chapter 6 ODMS Cloud Desktop App>.

® Mobile App
The Mobile App provides recording function on a smartphone and supports file editing

functions necessary to complete a dictation, such as additional recording, overwriting
recording, or insert recording. Furthermore, basic information necessary for workflow
design such as Author ID and Worktype ID can be received from the ODMS Cloud server
and added to the dictation file. The created dictation file can be uploaded directly to the
ODMS Cloud server from this app.

For details, please refer to <chapter 7 ODMS Cloud Mobile App>.

® Device Customization Program (DCP)
This is a tool to manage device settings in a template and supports the customization of

device settings and the importing/exporting of settings. It allows you to connect devices by
USB and then configure the same settings on multiple devices.
Furthermore, the device settings of individual users can be managed by using the

import/export functions.
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1.1.3 System Configuration

e System Configuration

ODMS Cloud is a Dictation Workflow system built on the Azure Cloud Service provided by Microsoft,
and important data such as personal information and Dictation Files are managed and protected
within the Azure server. Dictation files being transferred from the Dictation App and Mobile App uses
HTTPS communication to ensure security.

Dictation Files recorded with the recorder or Mobile App can be encrypted with 256-bit AES, and
password information is required to play the files.

ODMS Cloud architecture

——” Azure AI Speech
— Microsoft
Azure
HTTPS 0ODMS Cloud @
.
—* Blob
‘ ’7 Storage Azure AD B2C
\
256bit AES t‘e, |
d Web App Service —

HT[PS @ «—» (ODMS Cloud) m

:[ 0"*‘

N ‘ & Daﬁ?g%i for
Pa— \ Web App Service
application | | @y || | SR
gateway .~ il Conversion API)

Web App Servig —
256bit AES (APD)
PS ! e Monitor -

T Cashe for Radis
Automatically deleted

.rh after 20 days i
< M SendGrid

1
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1 2 Licenses.

To use the ODMS Cloud, you need to purchase a subscription license and assign it to an
author or transcriptionist.

The expiration date of the purchased license is set when it is assigned to a user. Licenses
that are in stock and have not been assigned will not have an expiration date.

When a license is assigned to a user, 5GB of storage becomes available and will be added
to the available capacity for the account.

By importing the license key on the license card included with the DS/AS products, you can
activate it as a regular license.

If you manage your account as an administrator without having the role of

author/transcriptionist, you do not need a subscription license.

Below are the different types of licenses:

e Speech Recognition License
- In addition to using the standard dictation workflow, you can also use the speech

recognition.
- The Speech Recognition License is only available to Authors.

Speech Recognition Upgrade License
- This is a license to upgrade a Standard License to a Speech Recognition License.

- You can only upgrade if you have more than 90 days remaining on your Standard

License.

Standard License
* This license allows users to use the standard dictation workflow.

Trial License
- This license is automatically issued when you register an account and is valid for 30 days

- You can also use the speech recognition workflow with a trial license.

Card License
- This license is provided as a paper card bundled with our Dictation and Transcription

hardware products.

- You can use it as a Standard License by entering the license humber printed on the
license card into ODMS Cloud.

- Once activated, the same license code cannot be reused.

18/214



1 3 Roles

- In order to register a user on the ODMS Cloud and use its functions, each user must be given
a Role.

- The functions available in ODMS Cloud are determined by the Role you set.
- Since roles and workflows are closely interconnected, changes can only be made under

specific conditions to prevent potential data conflicts. For more information, refer to section.
<5.2.5 Changing User User Roles>.

Below are the following types of roles:

e Administrator (Role: none)
- An administrator can use all the functions on the Web Application such as Account

management, Dictation management, License management, User management, and
Workflow management.

- A user with the author/transcriptionist role can also be set as an administrator.

- Dictation files cannot be played.

- Speech Recognition License is only available to Authors.

¢ Author (Role: Author)
- Authors can use some of the functions on the web application such as Dictation

management.
- Authors can only play files that has been recorded my him/herself.

» Authors can dictate and upload files using the mobile app.

® Transcriptionist (Role: Transcriptionist)
- Transcriptionist can use some of the functions on the web application such as Dictation

management.

- Only files assigned to them from the author or administrator can be played.

Chapter top
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1 4 Devices Connectable to Desktop App.

Desktop App supports the following OM Digital Solutions devices:

Device Type Models

DVR e DS-9500
(Mass storage e DS-9100
recorder) e DS-9000
e DS-2700
e DS-2600

e DS-7000
e DS-3500
e DS-5500
+ DS-5000/50001ID
e DS-3400

For automatic dictation upload:
Philips DPM8000 series

Foot switch e RS31N
e RS28N
e RS27N
e RS31H
¢ RS28H
e RS27H

To use a foot switch of the RSxxH/N series with ODMS Cloud,
you must make sure that the device is in the OM mode.

Chapter top
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15 Supported File Formats.

1.5.1 Dictation Files

The file formats supported by the ODMS Cloud are as follows.

Functions

Supported File Types (Extensions)

Upload, Playback,
and import

Non-encrypted file: DS2, DSS, WAV, and MP3
Encrypted file: DS2, $DSS, $WAV, and $MP3

Chapter top
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1 6 Supported Browser.

1.6.1 Browser

The browsers supported by the ODMS Cloud are as follows.

0S Supported browsers
Windows Microsoft Edge
Google Chrome
macOS Safari
Chapter top
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2 Basic settings for ODMS Cloud.

This chapter explains the basic settings for using the ODMS Cloud.

2.1 Screen Configuration

2.2 Account registration and settings

2.3 User Registration

1 2.4 Register or Edit Administrator

2.5 Order Licenses

2.6 Activate License Key from the License Card

2.7 Assign Licenses

1 2.8 Configuring Workflow

2.9 Dictation Device Settings

12.10 Backup and automatic deletion of transcription finished files

12.11 Functions for partners
12.12 Delete Account

3

Next Chapter
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21 Screen Configuration.

The ODMS Cloud web screen consists of six screens: "Account”, "Dictations", "Subscription”,

"User", “"Workflow", and “Support”. Switching between screens is done by selecting the tab.

O Bl ooms Cloud x S - O X
< G @ ] https//odmscloud-stg.om-digitalsolutions.net/user a @ % = 9 - -’5
OMSYSTEM

Account Dictations Subscription User ‘Workflow Support

& Add User | | & User Bulk Registration
N N e

JPLefuherz  Author JP_LEAUTHERZ olimiura2emergency3addest42@amailcom  Speech Recognion  LicenseAssigned 202048 262 |
JP-Lefutherd  Author JP_LEAUTHER3 - olmiura2emergency3add+st43@gmail.com  Standard License Assigned  2026/1/20 130 ]
JPleType2  Transeripfionist - . . arouph alimiuraZemergancy3addt sida@gmailcom  Standard License Assigned 2028720 381 |
JPLleTyped  Tramseriplionist - - - groupA olimiura2emergency3addsst45@amail.com Standard License Assigned 2020720 361 |
testuser Transeriptionist - - - olmiura2emergency2addssto@amaileom - o License - - |
JP_LeAdmin?  None - - . . olfmiuraZemergency3add+st40@gmailcom - o License - - |
4 »

“Account” Tab: Displays basic account information and administrator information. You can also

activate the [Dealer Management] function or change the administrator on this screen.

“Dictations” Tab: You can check the progress of transcription for the list of dictations.

“Subscription” Tab: You can view the status of the licenses you own and check the storage

capacity in use.

“User” Tab: Displays registered user information. Use this screen to edit information,

assign/remove licenses, add/delete users or check the license period.

“Workflow” Tab: Set workflow rules to be used for transcription.

“Support” Tab: You can obtain the user manual for the ODMS Cloud. In addition, you can also
obtain various programs such as Desktop App and drivers for virtual environments. The support
screen now shows the dealer's email address as their contact information.

*For users who are not set as an administrator, only the "Dictations" and “Support” screen will be

displayed.

The name and role information of the signed-in user will be displayed as an icon in the upper
right corner of the screen.
® Role: None Role: Author Role: Transcriptionist

[
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22 Account registration and settings.

The ODMS Cloud accounts have a five-tier structure, and the account registration method differs
between the first to fourth tiers and the fifth tier.

First tier: ODMS Cloud Administrator (OM Digital Solutions)

Second tier: OD Digital Solutions Subsidiary

Third tier: Distributor

Fourth tier: Dealer

Fifth tier: Customer

J Lower tier account registration by the partner

J Registration account for general users

J Select Dealer

J Dealer Management (fifth tier)

J Dealer Management (fourth tier)

2.2.1 Lower tier account registration by the partner (registration from
second tier to fourth-tier).

When registering accounts from the first to fourth tiers, the upper tier registers the lower tier
account. (Example: A distributor registers a dealer account.)

1. Log in as a higher tier administrator, select the [Partner] tab, and click the [Add account]
button.

4] @ O &l opMstoud x  + = u] X
< O M@ %) https;//odmscloud-stg.om-digitalsolutions.net/partners SR m g e -"%
OM SYSTEM

Account Dictations Subscription User Workflow
Partners
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2. Enter the required information and click the [Add account] button.

) @ DO Bl ooMscioud x WSS = ] x

& O M@ & https//odmscloud-stg.om-digitalsolutions.net/partners a A 0 ¢= e ﬂ

Add account

Register account information

GCompany Name ‘

Country ‘ — Select Country -

Register primary administrator's infermation

Administrator's ‘
Name

Email ‘

Add account

3. A verification email will be sent to the administrator of the newly registered account. When
the administrator receives the verification email, click the specified link to complete the

verification.

<English>

Your user information has been registered within the ODMS Cloud by yourself. To complete your user registration, you must verify your email address.
Please verify by clicking on the link below. Once the registration is completed, a notification window will appear confirming that your user information has
been verified

L~
URL: https://odmscloud.omsystem.com/mail-confirm/?verify=ey.JhbGciOiJSUzl 1NilsInR5cCI61kpXVCJI ey hY2NvdWE0SWQIQ[YOL CJ1c2Vy SW

QIOE2ZNCwiZW1haWwiOidvZ G1zMWNsb 3VKMnRIc3QzYWRKK2 pwhiEwQGdtYWisLmNvbSlsimlhd CloMTewNiE1 NTAwW

MCwiZ XhwljoxNzkyNTU1MDAWFQ TOpMjzY-RunT_7YrDgsTJTZ13untAfdJFyyEJrj1SXjNPUcasCayKCtm2mvmWdDKk2jLdOALS

YndT7C8eQWZrzE40YVIVval70pWgSH3KutDgCRJE9XuRX900bL 6smVMMREMEhFYKMQJKM7R2INsNFmtDL xFGaGo8l

tYEnTPOIFAKS wirnETta7VEn-d IYiZywl h7yaF iV dzOnhAtRENiemNraF GEhiGsP- IARYwkanad El i7OuMBn7 o XlivYy-nTryl INGC] ad vk

4, If verification is successful, a [Verified] email will be sent. Account registration is now
complete. Click [Return to Sign in] to log in to the ODMS Cloud.

OMSYSTEM ODMS Cloud

Verified!

You have successfully verified the account.

Return to Sign in

26/214



W) @ O [ ooMsclouwd x  + B
< C M ) hitps//odmscloud-stg.om-digitalsolutions.net a A mo

OM SYSTEM

Language :
Existing User
New User

OM Dictation Management System

in the Cloud
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2.2.2 Registration account for customers (fifth-tier registration).

Customers, the fifth tier, must register their account themselves. Please register using [Create

account] on the login screen.

) ™ O Bl oomsdoud x = S
< (@] 0] (%) https//odmscloud-stg.om-digitalsolutions.net a A & ui] (] "]
OM SYSTEM

Language ° Engish v

Existing User
Hew User
OM Dictation Management System Create Account

in the Cloud

1. Enter the required information. If there is no corresponding country of residence in the

[Country] list, please select a neighboring country from the list.

§) © O [ ooMsCloud x  + = o X
< G 0 %) https://odmscloud-stg.om-digitalsolutions.net/signup a @ ¥ M o - 5
OMSYSTEM -

Create your account

Registration Information

pary Name

Counlry Select Cauniry v

Deer Selectdesr ~

(Opsansi)

Register prifjary administrator's information
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2. When you have completed entering the information, click the [Submit] button. The [Submit]
button becomes active after confirming the usage agreement, so be sure to check the usage
agreement and check the checkbox before clicking the [Submit] button. The operations from

here on are the same as <2.2.1 Lower tier account registration by the partner>.

2.2.3 Select Dealer (fifth-tier).

After the trial period ends, you will need to purchase a license to continue using the ODMS

Cloud. In case the dealer hasn’t been selected, you will need to select a dealer to purchase
the license. Open the [Account] tab and if the dealer’s name is in the dealer field, the settings
are complete.

If the dealer’'s name is not shown in the dealer field, you will need to select a dealer displayed
in the pull-down menu.

) @© M [ oomsCiouwd x =+ - (=] X

< (@] 0] [ htps//odmscloud-stg.om-digitalsolutions.net/account
-
OMSYSTEM

Account Dictations Subscription User Workflow Support JP_LeAdming [

File Delate Satting

Account Information Administrator Information

Company Name JP-Legald Primary administrator JP_LeAdmind

Account ID 853341 Email Address odms Ieloud2iestiadded... v
Account Type Customer

Secondary Administrator
Country AU

Email Address - Select Secondary Admi... ¥
[ Dealer ]

Dealer Management

Humber of days files are kept
before they are automatically
aeleted

Save Changes

Dealers displayed in the pull-down menu will only be dealers within the country you have
selected as your country of residence.
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2.2.4 Dealer Management (fifth-tier).

If setting up the OMDS Cloud environment is difficult for the user, such as when your
company does not have a designated IT administrator, the users can delegate the setup to
their Dealer. If the user wishes to delegate the authority to their Dealer, check the [Dealer
management] checkbox.

When the Dealer Management function is enabled, the Dealer will not be able to open the
[Dictations] tab and therefore they will not have access nor be able to listen to the Dictation

files that the customer has recorded.

) © O [ ooMsciod x |+ = ] X
< C n % htips://odmscloud-stg.om-digitalsolutions.net/account a »n % m = -
OMSYSTEM 2
Account Dictations Subscription User Workflow Support P _LeAdmind [
File Delete S=tiing

Company Name JP-Legald Primary administrator JP_LeAdmind

Account ID 853341 Email Address odms 1cloud2iest3add+d v

Account Type Customer
Secondary Administrator
Country AU

Email Address _ Select Secondary Admi.. ¥

Dealer JP-DL1

[Dealer Management ]

Mumber of days files are kept
before they are automatically
deleted

Save Changes

Delets Account

X By enabling the Dealer Management option, you are agreeing to allow your dealer to have the
rights to access your ODMS Cloud account to order licenses and register users, and manage the
workflow on your behalf. Your dealer will not have access to any voice file(s) or document(s)
stored in your ODMS Cloud account.
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2.2.5 Dealer Management (fourth-tier).

Delegate operations using the Dealer management function are available only on the fourth tier.
Open the Partners tab and make sure that Dealer management is enabled. When you move your

mouse over the target account, the [Dealer management] button will appear to click on.

4] ©® O &l oomsdoud x |+ - o X

< O M (%) httpsy//odmscloud-stg.om-digitalsolutions.net/partners a Ay (A S "b
Account Dictations Subscription User Workflow Partners Support JP_DlAdmint [

JP-Legal 10 Customer 863338 AU JP_LeAdmin1 ol imiura2emergency3add +st100@gmail com
Customer 853261 AU JP_LeAdmin2 ol miuraZemergency3add+st40@gmail.com

JF-Legals Customer 853322 AU JP_LeAdmin3 ol imiura2emergency3add-+st50@gmail com

JP-Legald Customer 853341 AU JP_LeAdming odms 1 ecloudtest3add+dvi @gmail.com

1oft

During Dealer Management, only the [Subscription] tab, [User] tab, and [Workflow] tab are
displayed.

4 @ O & ooMscloud x |+ - o X
< G m %] https//odmscloud-stg.om-digitalsolutions.net/user Q A 9 = ',i
w SYSTEM () Operaling the ODMAS Clowd on behaf of. 5
JP-Legalz -
Subscription User Workflow JP_DiAdmint [+
& ndd User | | & User Bulk Registration Emai @, Search
N T 3l - N

I

JP-Lefuther?  Authar JP_LEAUTHERZ olimiura2emergency3add+std42@gmailcom NORMAL  License Assigned  2025/THO 152

JP-LeAuthers  Author JP_LEAUTHER2 - ollmiura2emergency3add+st43@gmailcom NORMAL LicenseAssigned 2026/7M@ 152
JP-LeType2 Transcriptionist - - - olimiura2emergency3add+st44@gmailcom NORMAL  LicenseAssigned  2025/7119 152
JP-LeTyped Transcriptionist - - - olimiura2emergency3add+stdG@gmailcom NORMAL  Liense Assigned  2025/THO 152
JP-LeTypeb Transeriptionist - - - olimiura2emergency3add+st46@gmailcom NORMAL LicenseAssigned 2026/1/20 337
JP_LeAdmin2  Nene - - - - olimiuraZemergency3add+st40@gmailcom - o License - -
4 4

To end the Dealer Management operation and to return to your own login screen, click the [Back]

5 button.
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2.2.6 Setting Dealer’s contact information (Dealer’s Account)

The dealer's contact email address can be displayed on the "Support" screen for customers (fifth
tier). The email address must be selected from the list of users registered within the dealer
account. If you want to use a dedicated email address specifically for customer inquiries, can
register it as a user without assigning a license.

[Dealer Screen]

0O B oDMs Cloud x  + = m] X

< O m
OM SYSTEM

Account

7 hitps//odmscloud-stg.om-digitalsolutions.net/account a A 9 =

Dictations Subscription User Workflow Partners Support & JP_DlAdmint [

T Fike Delete Setting

Account Information Administrator Information

Company Name

Account ID

Account Type

Country

Dealer

JP-DL1

853259

Dealer

AU

JP-Dist1

Primary administrator

Email Address

Secondary Administrator

Email Address

JP_DiAdmin

olimiurazemergency3ad .

Dealer Management

Dealer Information for Customer

Name

Number of days files are kept
before they are automatically

JP_DiAdmint
deleted

Email Address olimiuraZemergency3ad. . v

olimiuraZemergency3add+si24@gmail.com

oltmiura2emergency3add+st25 @gmail com

Save Changes

olimiuraZemergency3add+si27 @gmail.com

[User Screen]

FD Bl 0DMSs Cloud x  + = [m}
e C n

Dictations

) https://odmscloud-stg.om-digitalsalutions.net/support Q AY 9 =
Support

& JPiLesuhen [+ a

How to use the system

¢ OMDS Cloud User Guide

Please refer to the User Guide for informaticn about the features of the ODMS Cloud. If you require additional support, please contact your administrator or certified ODMS Gloud reseller.

Program Download

 ODMS Cloud Deskiop App

Click here 10 go to the ODMS Gloud Desktop App download page.

® Device Configuration Program (DCP)

Click here to go to the DCP downioad page.

* ODMS Cloud Backup Exdraction Tool

Click here to go to the DDMS Cloud Backup Exdraction Tool download page.

® ODMS Client Virtual Driver

Click here to go to the ODMS Client Virtual Driver download page.

Need further support?

Please contact the dealer support listed below

JP_DiAdmint
olmiura2emergency3addsst24@gmail com

Chapter top
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23 User registration.

User registration is performed by the administrator of each account. After completing the user

registration, user verification and password change are required.

 User Registration

| User Verification

| Change Password

2.3.1 User Registration.

User registration is performed by the administrator of each account. After logging in, select the

[User] tab and add a user.

Click the [Add User] button to open the registration screen. Select the “Role” that corresponds to

the role of the user and register the necessary information.

W @ O [ ooMsdewd x EEE = o X
<~ C 1] %) httpsy//odmscloud-stg.om-digitalsolutions.net/user Q Ay [} @S '/L
OM SYSTEM

Account Dictations Subscription m Workflow Support JP_LeAdmind

edmslcloud2iestiadd+dvt1 @gmail com - lo License -
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[Registering Authors]

4} @ O [l ooMscoud x  + - o X

<« C M@ ) htips//odmscloud-stg.om-digitalsolutions.net/user e A 9 om o= o 0y

Add User

User Information
— |
Email ‘

Role @ Author () Transeriptionist

Author 1D ‘

Encryption ]
Prompt ]
Settings Auto Assign

Nofification

Name, Email, and Author ID are mandatory fields.

Encryption: You can encrypt files when recording with a recorder. If you check the box,
you can enter the password for the encryption function. Password information will be

transferred to the recorder when the compatible recorder is connected via USB.

Prompt: By checking this option, you can display the registered Worktype ID list for the
Author to select when you click the New button on the recorder to create a new dictation.
(Default setting is off)

Auto Assign: This function automatically assigns licenses from the license inventory on
the expiration date. (Default setting is on)

Notification (Author): This is a function that notifies the author when the transcription
workflow is completed. (Default setting is on)
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[Registering Transcriptionist or None])

9 ©@ D & oovschoud x  +
< G M ) httpsy, id-stg. i net/user a A oM = - O

Add User

User Information

e |

Email |

Role (O Author @ Transcripionist ()

Settings Auto Assign

Nofificalion

Name and Email are mandatory fields.

Notification (Transcriptionist): This feature will notify the user by email when a dictation

file is assigned to them. (Default setting: on)

Administrators who will not serve as author/transcriptionist should set the Role to "None”.

2.3.2 User Verification.

Once user registration is complete, a verification email will be sent to the registered email
address. Please perform user verification from the URL attached to the email. User verification is
mandatory. Users who have not completed verification cannot log into the ODMS Cloud.

<English>

Your user information has been registered within the ODMS Cloud by your administrator. To complete your user registration, you must verify your email
address. Please verify by clicking on the link below. Once the registration is completed, a notification window will appear confirming that your user
information has been verified.

URL: https://odmscloud. omsystem.com/mail-confirmiuser/ ?verify=eyJhbGciOiJSUz| 1 NilsInR5cCl61kpXV CJ9. ey 2Nvd W50 SWQIOJY OLCJ 1 c2Wy SW
Qi0JE2NSwiZW1haWwiOiJvZG1zMWNsb3VkMnRIc3QzY WRkK2pwhjEyQGdiY WisLmNvbSIsimlhdCIEMTewNjE 1NjkxO CwiZ XhwljoxNzkyNTU2OTE4fQ
junjZJrSrPtBdQwzxBpuBUjCpLOIGEZxaGwXgbbUyU2mziKdUMhXTJJbOX-YWUIWS5CSUch7 ViBzVbkBup TBOMkeDw_IC1v6BGQINEPnj000bsgoN3zl-
wnQRpwuBOF gIPKMzL 9jptc8Z 1 WHIYtYSZNRdjZzAqFQTaY5_AOSZIEIAAWWPKIHYhXTKIKMgmptuODugl_Ab1tatVanw242nvNGbMg_

WD bl aD LA OB Fmivnrlf o aomnE A Thenn O ECL A ARSI W inCink A= AT Asnain ATMAITET TRV DE amn WTN COn A nE T a2 ed AN
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When verification is completed, a pop-up window notifying the completion will be displayed on

the screen.

OMSYSTEM ODMS Cloud

Verified!

‘You have successfully verified the account

*Please complete the user verification within 24 hours. Users who cannot verify within the valid
period will need to have their user data deleted and registered again.

When signing into the ODMS Cloud for the first time, you must agree to the "Terms of Use".
When you open the link, the checkbox will become active, so please check the boxes, and click

the [Continue] button to sign in.

W) @ DO K opMsdoud x  + = ] X
<~ O M (%] hitps//odmscloud-stg.om-digitalsolutions.net/terms a ® 1y = . "}
OM SYSTEM

Terms of Use have been
updated. Reconfirmation is
required to continue using the
ODMS Cloud.

[Chck here fo read the End User License Agreement, for ODMS C\auﬂ]

Yes, | agree fo the temms of use.

[ Click here fo read the Privacy Notice. for ODMS Cloud. ]

‘Yes, | agree fo the tems of use.
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2.3.3 Forced completion of user verification.

If you do not complete user verification within 24 hours, you will not be able to sign in to ODMS
Cloud. If the following error occurs immediately after signing in, it is very likely that the user

authentication has not been completed.

i) ©@ O [ ooMmsdo
< C @ A mp
login failed

return to TopPage

You can confirm the user verification on the following screen.

) @ O [ oomscieuwd x |+ = o X
< C m (%) https//odmscloud-stg.om-digitalsolutions.net/user QA & i} o= ",*
Account Dictations Subscription User ‘Workflow Support JP_LeAdmind [
&% Add User | | & User Bulk Registration . @, Search
JP-Lefuther  Author JP_LEAUTHERZ - cdmstcloudziestadd+dvid@gmai.com - o License -
JP-LeAutherds  Author JP_LEAUTHER4 - edmsicloud2testladd+dvid@gmal.com - lo License - -
JP-LeTypeT  Transcriptionist - - - cdmsicloudZtestiadd+dvi7@amai.com - o License - -
JP-LeType Transcriptionist - - - edmsicloud2estladd+dvil@gmal.com - lo License - -
JP_LeAdmind  None - - - - cdmsicloudZtestiadd+dvii@gmai.com - o License - -
—
4 »

Possible reasons for not receiving the verification email include:

- The email has been classified as spam.

- Your PC is set up so that it cannot receive emails from ODMS Cloud
(odmscloud.omsystem.com).

- The registered email address is incorrect.

Please consult with your IT administrator to resolve the issue. After resolving the issue, please

delete the user and re-register to check if you can receive the verification email.
If no problems are found and the situation does not improve, you can force the user verification.
However, please be aware that when the user verification is forcibly completed, the user may not

receive notifications from ODMS Cloud and will use the service without system notifications.
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1. Hover your mouse over the user you want to force the authentication for and click the "Force Email

Verification" button.

) @ D [ opmsdouw x  + = o %
<~ C (] (% https://odmscloud-stg.om-digitalsolutions.net/user a A 1] @ ..
OM SYSTEM

Account Dictations Subscription User Workflow Support IP_LeAdming [ Sign o

& agd User | | b User Bulk Regisration Name Email T, Search

Transcriptionist License Expiration | Remaining | Auto | oo | Email

Auther ID Eneryption | Prompt

Group Type [ Period Assign Verif
JP-LeAuther3  Author JP_LEAUTHER3 - odmsicloudZtest3add+dvi3@gmai.com - Nolicense - -

JP-LeAutherd  Author JP_LEAUTHERS - odmsicloudZtest3add+dvid@gmai.com - Nolicense -

JP-LeTypeT Transcriptionist - - - odmsicloudZtest3add+dwiT@gmai.com - Nolicense - - D
JP-LeTypes Transcriptionist - - - odms1cloudZtest3add+dvid@gmai.com - Nolicense - -

JF_LeAdmind  Mane - - - - odms fcloudziest3add+dvil @gmai.com - Nolicense -
4 13

2. Click "OK" to perform the forced authentication.

dmscloud-stg.om-digitalsolutions.net DI E

Do you want to forcibly verify this user's email?

3. A verification completion notification U-126 will be sent to the user and administrator.
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2.3.4 Change Password.

Up to this point, user registration has been completed, but the password is temporary. Please

change your password using the [Forgot your password?] link on the login screen.

Click [Forgot your password?]

) @ DO @ Chooseyouraccount x 4 B

<~ C @ [ httpsy//adb2codmsstaging.b2clogin.com/adb2codmsstaging.onmicrosoft.com/b2c_1_signin_stag... (= | 1y m = - a

Sign in

Sign in with your email address

Please enter your Email Address

Email Address

Please enter your password

Password

[Eorgot your password? l

Enter your e-mail address and click [Send verification code].

) @ O & Userdeil x  + - o X

< G 0] ] https://adb2codmsstaging.b2clogin.com/adb2codmsstaging.onmicrosoft.com/B2C_1_signin_stag... A Td [l] {é g

£ Cancel

User Details

Email Address

odms1cloud2test3add+dvt1@gmail.com

I d verification code I

Enter the verification code sent to your e-mail address.
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X

W © B @ userdetsis x |+ - =

& (@] ] %) https;//adb2codmsstaging.b2clogin.com/adb2codmsstaging.onmicrosoft.com/B2C_1 _signin_stag.. A  ¢7 i} = g

. "
-~
-

User Details

< Cancel

Verification code has been sent to your inbox. Please copy it
to the input box below.

Email Address

odmsTcloud2test3add +dvt1@gmail.com ]

Verification Code

Verification Code

J
| Verify code l Send new code

* When changing your password, you will need to go through two-factor authentication twice.

Enter your e-mail address again and click [Send verification code].

W ® O @ userdesis X & GoogleF7—5 IJAM-F % \M adb2c-odms-staging account em x| —+ = a X

< O ) (&) https://adb2codmsstaging.b2clogin.com/adb2codmsstaging.onmicrosoft.com/B2C_1_signin_stag... A Lid [D {‘E LI g

£ Cancel

User Details

E-mail address verified. You can continue now.

Email Address

[ odms1cloud2test3add+dvt1@gmail.com

[]
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Enter the new verification code sent to your e-mail address.

X

W © B @ userdetsis x |+ - =

& (@] ] %) https;//adb2codmsstaging.b2clogin.com/adb2codmsstaging.onmicrosoft.com/B2C_1 _signin_stag.. A  ¢7 i} = g

. "
-~
-

User Details

< Cancel

Verification code has been sent to your inbox. Please copy it
to the input box below.

Email Address

[ odmsTcloud2test3add +dvt1@gmail.com ]

Verification Code ”

Click [Continue] to open the password change screen.

W ® O @ userdesis X & GoogleF7—5 IJAM-F % \M adb2c-odms-staging account em x| —+ = a X

< O ) (&) https://adb2codmsstaging.b2clogin.com/adb2codmsstaging.onmicrosoft.com/B2C_1_signin_stag... A Lid [D {‘E LI g

£ Cancel

User Details

E-mail address verified. You can continue now.

Email Address

[ odms1cloud2test3add+dvt1@gmail.com
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Enter the new password twice, then click [Continue] to log in to ODMS Cloud.

) ® O @ usercenis X G Google -5 IJAM-+ X | M adb2c-odms-staging accounter X | - - (m] X

<« C (] (2] https//adb2codmsstaging.b2clagin.com/adb2codmsstaging.onmicrosoft.com/B2C_1_signin_sta... [ (] = =ee g

& Cancel

User Details

New Password is required.

[ New Password

Confirm New Password

[]
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2.3.5 Select options for two-factor authentication.

You can choose which two-factor authentication method to use when signing in to ODMS Cloud.

1. Sign in using the User ID registered with ODMS Cloud.

~ @ Choose your account x + = [m} X

& O (M | & ntipsy//adb2codmsproduction.b2clogin.com/adb2codmsproduction.onmicrosoft.com/b2c_1_signin_prod.. € ) | ¥y ¢= u g

L}
Sign in

Sign in with your email address

odms1cloud?test3add=dvi1@gmail.com

2. Select an option for two-factor authentication.
-Email: A verification code will be sent to the email address you registered.
-Authenticator: A verification code will be sent to the Authenticator app installed on your
smartphone.

For subsequent sign-ins, the two-factor authentication method you selected will be the default
method.

*Please install the Authenticator app beforehand.

< Cancel

Select a multi-factor authentication method.

. Email

Authenticator app (TOTP)
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3. Enter the received verification code to complete the sign-in process.
[Receive the verification code] [Receive the verification code via

via email] Authenticator]

¢ Cancel

‘ } ¢ Cancel

User Details ‘]

Enter the verification code from your authenticator app.

Verification is necessary. Please click Send button.

Email Address

[ Enter your code ]

xxxx @gmailcom

< Cancel
Verification code has been sent to your inbox. Please copy it

to the input bux below.
Email

|

Verification code

l Merification code
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*The Authenticator app on your smartphone must be registered with ODMS Cloud before use.
If the Authenticator app is not already installed, install the version that is compatible with
your smartphone’s operating system. Launch the Authenticator app and scan the QR code

displayed on the ODMS Cloud screen to complete the registration and activation process.

{ Cancel

Download the Microsoft Authenticator using the download
links for i0OS and Android or use any other authenticator
app of your choice.

T
* Google Play

Once you've downloaded the Authenticator app. you can
use any of the methods below to continue with enrollment.

Scan the QR code

Using your app scan this QR code and click "Ceontinue”.

EM‘:’Q."—.I' Aoy El

Can't scan? Try this

Still having_trouble?

Chapter top
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24 Register or Edit Administrator.

Up to two administrators can be registered. When registering a new account, a primary
administrator will be registered. The secondary administrator can only be selected from the list of

registered users, so they must be registered as a user. For details, see <2.3 User Registration>.

24.1 Registering a Secondary Administrator.

Register a Secondary Administrator from the [Account] tab after logging into ODMS Cloud.

1. Select the [Account] tab.

4 © DO gl oomscCioud x  + = o X
&« G ﬁh Ey https://odmscloud-stg.om-digitalsolutions.net/account =] A bid ED {g lﬁ
OM SYSTEM

Accounii

Dictations Subscription User Workflow Support JP_LeAdmind [

File Delete Setting

Account Information Administrator Information

Company Name JP-Legald Primary administrator JP_LeAdmind

Account ID 853341 Email Address odmsicloud2test3add+d . v

Account Type Customer
Secondary Administrator

Country AU
Email Address _ Select Secondary Admi.. ¥
Dealer JP-DL1

Dealer Management

Number of days files are kept
before they are automatically
deleted

Save Changes

Delete Account
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2. Display and select the candidates for secondary administrator from the pull-down list.

Once you have made your selections, click [Save Changes] to register your settings.

) © O gl oomsCloud x |+ = | x
< O A %) https//odmscloud-stg.om-digitalsolutions.net/account [S - o = 9

-
OMSYSTEM

Account Dictations Subscription User Workflow Support 4P LeAdmind [

File Delete Sening

Account Information Admi rator Information

Company Name JP-Legald Primary adminisirator JP_LeAdmind
Account ID 853341 Email Address odms cioudZiesidadd d... v
Account Type Customer

Secondary Administrator
Email Address _ select Secondary Aom_ v

odmsicloud2test3add +dvi3@gmail com

Country AU

Dealer JP-DL1

Dealer Management

odms 1cloud2test3add +dvid@gmail com

odms Icloud2test3add +dvi7 @gmail.com

odms Icloud2test3add+dvis@gmail com
Number of days files are kept
before they are automatically
deleted

‘Save Changes

Delete Account

odms Icloud2test3add-+dvi1@gmail.com

Chapter top
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25 Order Licenses.

To use the ODMS Cloud, you will need to purchase a license. Purchased licenses are stored in the
license inventory. Once the license is assigned to a user, the expiration date of the assigned
license will be set 1 year from the day it was assigned. Unless the licenses are assigned to a user,
it will be stored in the inventory as unused licenses.

To purchase a license, you will need to select the Dealer you would like to purchase the license
from. (Refer to chapter 2.2.3 Select Dealer)

| Confirm License Status

| Ordering a license

| Check license order status and history

| Cancellation of license order

| Cancellation of license issuance

2.5.1 Confirm License Status.

You can check the license status by logging into the ODMS Cloud and checking the [Subscription]
tab.

i) @ O [l oomMsCloud x  + = o X
< G A o] https://odmscloud-stg.om-digitalsolutions.net/license Q ATy ED .:g "i
UM SYSTEM "

Account Dictations Subscription User Workflow Support JP_LeAdmind [
License(s)
JP-Legald
[El order Licznse | | D Oraer Histary | | & Activate License ey
License Standard Speech Recognition | Speech Recognition Upgrade
License Inventory 0 o [ 100
MNumber of unused 0 o - 100
licenses
Number of licenses 0 1] - 0
available for reuse
Number of licenses 0 o - 0
allocated
Number of licenses 0 o - 0
expiring within 14 days
Shortage 0 0 S ]
Total number of licenses 0 1] [
on order
Storage Available 0.000G8
Storage Used 0.000GE

Storage Unavailable (Exceeded
mount)

Order License: Click this button to order a license.
Order History: Click this button to check your license order history.
Activate License Key: Click this button to activate the license key from the ODMS Cloud

license card included with your OM System dictation products.
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2.5.2 Ordering a license.

To order a license, log in to the ODMS Cloud and go to the [Subscription] tab.

Click the [Order License] button and enter the required information.

” M M EJ oomsCloud x 4+ - =} X

< O @ (5] hitps://odmscloud-stg.om-digitalsolutions.net/license A Ty o ¢ ﬁ

Order License

License Type ‘ Select License

PO Number ‘

Numberof | O

licenses

Order License X

License Type | Sefect License v

PO Number  Standard
Speech Recognition
Number of

icenses | SPeSch Recognition Upgrads

Select the License Type you wish to order from the pull-down menu.

Please enter a PO Number. If you enter a number that you have used in the past, an error
message will appear.

Enter the number of licenses you would like to order in *Number of licenses”.

Finally, click the [Order] button to complete your order.
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2.5.3 Check license order status and history.

You can check the license order status by clicking the [Order History] button.

W) © O [l oomsCloud x 4+ = [m} bd
&< (&) ] (3] hitps://odmscloud-stg.om-digitalsolutions.net/license A [ug] = (1]
OM SYSTEM

Account Dictations Subscription User Workflow Support IP_LeAdmind

License(s) » Order History

JP-Legal4 - © Order History

Order umber o
Gas License Type

20252117 - SPEECH_RECOGMITION_UPGRADE 5

20252117 - SPEECH_RECOGNITION

20252117 - NORMAL

Order Date: Information about the date the license was ordered.

Issue Date: License issue date by Dealer. If it has not been issued, it will be displayed with
a hyphen.

License Type: Information about the type of license you ordered.
Number of licenses on order: Number of licenses requested.
PO Number: PO number entered by the customer when ordering the license.
Status: Status display
< Licenses on Order:
® The order has been completed and is waiting to be issued.
® In this situation, you can cancel your order within 14 days of
placing your order.
® During this time, the [Cancel Order] button will be displayed.
< License Issued: Issuance completed.

<~ Order Canceled: Canceled before license has been issued.
If the order history cannot be displayed on a single page, it will be displayed on multiple pages.
Please change the page using the button at the bottom of the history table. In this chapter, you

can check the total number of items, total number of pages, and current page information.

To return to the previous page, click the [Return] button at the top left of the screen.
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2.5.4 Cancellation of license order.

On the Order History screen in 2.4.3, orders can be canceled for items for which the [Cancel
Order] button is displayed in the "Status" column. This button will only be displayed if the order
has been placed within 14 days and the Dealer has not yet issued the license. (When “Status” is
Licenses on Order)

In addition, canceled orders will be recorded as Order Canceled in the Order History.

2.5.5 Cancellation of license issuance.

Licenses issued by the Dealer can be canceled by the OMDS Tokyo (first tier) or BC (second tier)
administrator when the following two conditions are met:

» Within 14 days from issue

- All licenses issued at the same timing (same PO) are unused

The canceled license is returned to the inventory of the issuing Dealer (4th tier).

At this time, the status will return to "Licenses on order", so if you wish to cancel the issuance
request itself, the registered user administrator for the company who made the request will need

to "Order Cancel".

Chapter top
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26 Activate License Key from the License Card.

You can import the license key from the ODMS Cloud license card included with the

dictation/transcription products and activate the license in the system.

1. Open the [Subscription] tab.

M M MO [ oowmscoud x =+ = [} X
“~ O m (%] httpsy//odmscloud-stg.om-digitalsolutions.net/license a A & m = ﬂ
OM SYSTEM A

Account Dictations User Workflow Support @) JP_LeAdmind [ Sign out

License(s)

JP-Legald
|E Order Li

icense

License BIELLE] Speech Recognition | Speech Recognition Upgrade | Trial

License Inventory 0 0 0 100

Number of unused 0 0 - 100
licenses

Humber of licenses 0 0 - 0
available for reuse

Number of licenses 0 0 - 0
allocated
Number of licenses 0 0 - 0

expiring within 14 days

Shortage [ 0 - [
Total number of licenses 5 5 5
on arder

Storage Available 0.000GB
Storage Used 0.000GB

Storage Unavailable (Exceeded -~
Amount) = ~

2. Click the [Activate License Key] button to open the license key entry screen.

9 © O [ ooMscow x |+ - = X

< C m %) https//odmscloud-stg.om-digitalsolutions.net/license a A & m = - 9

Activate License Key

w L
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Please enter the 20-digit alphanumeric characters shown on your license card. After entering the
information, click the [Activate] button to complete the process. If an error occurs, please follow

the guidance shown in the error message.
You can use a third-party barcode reader to read the license. Please scan the barcode pasted on

the card. If you set the barcode reader to enter the [Enter] command after reading the code, you

can read the code continuously. Please check the barcode reader manual for settings.

Chapter top
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27 Assign Licenses.

By assigning a license to each user, you can use the ODMS Cloud functions.

Below are the different types of licenses.

- Speech Recognition License: In addition to the standard workflow, you can also use the speech
recognition. This license is only available to Authors.

- Speech Recognition Upgrade License: This is a license to upgrade a Standard License to a Speech
Recognition License. You can only upgrade if you have more than 90 days remaining on your Standard
License.

- Standard License: This license allows you to use the standard dictation workflow.

- Trial License: This license is automatically issued when you register an account and is valid for 30 days.

You can also trial the speech recognition workflow with this license.

To allocate a license, you will need to use the trial licenses or purchase regular licenses.

For detailed information about licenses, please refer to <4.1 Type of Licenses>.

1. Select the [User] tab.

) © DO B opmMsceud x  + - (=] x
< G M 1 httpsy//odmscloud-stg.om-digitalsolutions.net/user a A 9% m o= - 't‘
OM SYSTEM
Account Dictations Subscription m Workflow Support JP_LeAdmind [
User

&% pddUser | | 2, User Bulk Registration
License
Role Author ID Frompt Status

JP-Leputher3  Author JP_LEAUTHER3 odms1doud2testiadd+dvid@gmai. com

JP-Lefuthers  Author JP_LEAUTHER# - edmsicloud2test3add+avie@gmai.com - \oLicense - =
JPoeType?  Transcripionist - - - odms1cloud2iestiadd+dviT@gmalcom - Nolicense - -
JP-LeTyped Transcriplionist - - - odmsicloudZtest3add+dvid@gmai.com - NoLicense - -
JP_LeAdmind  None - - - sdmsicloud2estiadd+dvti@gmalcom - Nolicansa - -
4 13
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2. Mouse over the user to whom you want to assign a license and click the [Assign License]
button.

“ M O EJ oowmsdoud x 4+ - (] X
&< C m (% https//odmscloud-stg.om-digitalsolutions.net/user a A m = - o
OMSYSTEM

Account Dictations Subscription User Workflow Support EP_Leadming [ =

|é‘ Add User | ‘ &y User Bulk Reg: ‘ Name Email ‘@‘\ Search ‘
3 Transeriptionist License i Exgiration | Remaining heation | E™=
Author ID Encryption | Promet | o= Type s o Notification | 70
JP_LEAUTHER2 - odms1cloud2test3add+dvid@gmail com
| Delete User
JP-Lefwtherd  Author JP_LEAUTHERS - oodms1cloudZtest3add+dvid@gmail com = =
JP-LeTypeT  Transcripfionist - - - odms1cloudziestiadd+dviT@gmai.com - Nolicense |- -
JP-LeTypes Transeriptionist - - - odms1cloudZtest3add+dviB@gmail com - NoLicense |- - = =
JF_LeAdmind  Mone - - - - odms1cloudziestiadd+dvil@gmai.com - Nolicense |- -
4 4

Users who have not had a license assigned will have “No License” displayed in the Status column.

3. Select a license to assign that is available in the inventory from the pull-down list.

W @ O & oomsdeud x  + - o X

<« G A o] https://odmscloud-stg.om-digitalsolutions.net/user S} Ab 7 [|:| {f‘z e g

Assign License

Email odms1cloud2iest3add+dvi3@gmail com
Name JP-LeAuther3
Author ID JP_LEAUTHER3
Status License Not Assigned
Current License

Expiration Date

License Information

Avallable License ~ Select License

Trial - 2025/3119 (30)
Trial - 2025/3119 (30)
Trial - 2025/3119 (30)
Trial - 2025/319 (30)
Trial - 2025/319 (30)
Trial - 2025/3/19 (30)
Trial - 2025/3119 (30)

Trial - 2025/3119 (30)
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About the licenses

Speech Recognition - One year:
An unused speech recognition license which does not have an expiration date. The expiration

date will be set to one year when you assign it to a user.

Speech Recognition - YYYY/MM/DD: (Reuse)
This is a speech recognition license that has been assigned to a user once but is not currently
assigned to anyone and can be reused. The expiration date has been set, so it can be used

until the date displayed.

Speech Recognition Upgrade License
Speech Recognition Upgrade License: This is a license to upgrade a Standard License to a
Speech Recognition License. You can only upgrade if you have more than 90 days remaining

on your Standard License.

Standard - One year:
An unused standard license which does not have an expiration date. The expiration date is set

to one year when it is assigned to a user.

Standard - YYYY/MM/DD: (Reuse)
This is a standard license that has been assigned to a user once but is not currently assigned
to anyone and can be reused. The expiration date has been set, so it can be used until the

date displayed.
Trial - YYYY/MM/DD:
This is a trial license, which is valid for 30 days from the date of issue. The trial license allows

you to try the speech recognition workflow.

Speech Recognition Licenses can only be assigned to Authors.

4. Click the [OK] button to complete the assignment.

Chapter top
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28 Configuring Workflow.

The ODMS Cloud provides a system for efficient dictation workflow. You can specify a
transcriptionist for each author (routing rule settings) or specify a transcriptionist for each work
type (Worktype ID settings). Additionally, by registering the template file used for transcription,

you can create standard documents. Additionally, background speech recognition enables a more
efficient dictation workflow.

| Configuring Transcription Group

) Configuring Worktype ID/Option Item

] Registering Template File

| Setting Routing Rule
] Using Worktype ID

Select the [Workflow] tab and click the button corresponding to the operation.

4 © O B ooMsClouwd x |+ = o x
< C @ ) htips://odmscloud-stg.om-digitalsolutions.net/workflow a A % ¢ - O
OM SYSTEM

Account Dictations Subscription User m Support JP_LeAdmind [+

Workflow

Worktype ID

There are 0 search results.
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2.8.1 Configuring Transcription Group.

Registering a transcriptionist to a transcriptionist group is useful when setting specific
transcription rules for each group. Group registration is recommended if several Authors are

assigned to the same transcriptionist group.

1. Click the [Transcriptionist Group Setting] button to open the Transcriptionist Group screen.

ﬂ M O El oomscioud x |+ = o X
< O M [ https//odmscloud-stg.om-digitalsolutions.net/workflow/typist-group e A % o = - ﬁ
Account Dictations Subscription User Workflow Support @JP_LeAdming [ Sign out

Workflow » Transcriptionist Group Setting

There are 0 search resulls.

2. Click the [Add Group] button to register the group.

¢ @ O & oomsceud x  + - o X

() G (] 5] https://odmscloud-stg.om-digitalsolutions.net/workflow/typist-group a A 7 [D i\f e 9

Add Transcriptionist Group

Group Name

Transcriptionist

Selected Transcriptionist = Transcriptionist List -

JP-LeTypeT
JP-LeTyped

-

Save

Enter the Group Name.
Transcriptionists that can be registered will be displayed in the "Transcriptionist List" on
58/214



the right. Click the user you would like to register. They will be moved to the "Selected
transcriptionist list" on the left.

When you have finished selecting registered users, click the [Save] button to complete
the registration to the system. The status after group registration will be listed on the
Transcriptionist Group screen. If you would like to change the group members, click the
[Edit] button to edit.

If the registered Transcription Group is no longer needed, you can delete the group by pressing the [Delete]

button.
4 © O [ opMsdoud x | + = o X
< C w () nttps//odmscloud-stg.om-digitalsolutions.net/workflow/typist-group aQ A Ty M o7 e "'h
OMSYSTEM
Account Dictations Subscription User Workflow Support IP_LeAdmind [

Workflow » Transcriptionist Group Setting

S Rewm | | & Add Group

= =
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2.8.2 Configuring Worktype ID/Option Item.

Worktype ID and Option Item are IDs used to classify recorded Dictation files. Worktype ID can

be defined as any character string, such as the department name or the category name of the

file to be recorded. Option Item is used to embed more detailed information to the Worktype ID.

By using this Worktype ID, you can set routing rules for each type of work.

*DS-2600/DS-2700 does not support Worktype ID/Option Item. Please contact your Dealer for

details.

The ODMS Cloud allows you to register up to 20 Worktype IDs for each account. Up to 10 Option

Items can be registered for each Worktype ID. The following image shows the relationship
between Worktype and Option Item. This example shows Worktype ID "FAX" with "TO" and

"TITLE" registered as Option Items.

Wi rkbype

Fisx, | ahel Yalue
LETTER » |TO

REPORT # | |TITLE

1. Click the [Worktype ID Setting] button to open the Worktype ID setting screen.

) @ DO [ opMsdeud x 4+ = o X
< O %) httpsy//odmscloud-stg.om-digitalsolutions.net/workflow/worktype-id aom Py m = e “‘.
OMSYSTEM

Account Dictations Subscription User Workflow Support JP_LeAdming
Workflow » Worktype ID Setting
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2. Click the [Add Worktype ID] button to register the Worktype ID. At this time, you can add the
description.

§) @ DO B ooMscloud x  + - =] X

< O M 2] httpsy//odmscloud-stg.om-digitalsolutions.net/workflow/worktype-id aQ A Y m = - g

Add Worktype ID

Worktype 1D ‘

Desriplion

{(Opfional)
Add Workiype

3. After you register the Worktype ID, it will be displayed in the list and the [Option Item]
button will be displayed. If you want to register an Option Item, click this button to open the
registration screen.

¢ @ DO [l oomscioud x  + - o 1%
< G @ B hitpsy// 1d-5tg. ions.net/workflow/worktype-id a A #% . om = - O
OM SYSTEM

Account Dictations Subscription User Workflow Support @ JP_LeAdmind [ Sign out

Workflow » Worktype ID Setting

‘ S Retum Hﬁ Add Worktype 13 | Active Worktyps ID: | —Nana — ~]

forktype ID e
TEST_WORK_1 | et || | option em | [JDele= |
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) © DO [ oomsCoud x  + - o X

RG] ) hitpsy/ 1d-stg.om-digit: ions.net/workflow/worktype-id a A m = - g

Option Item

| [ Detauit
| [ Defauit
| [ Detaui

| ["Detau

| [ Detaut

||
| ot
| [ Defauit
| [ Detaui

| [ pefauit

You can set an initial value for each Option Item. When the Option Item input screen is displayed
on the recorder, the set value will be automatically entered. Select the initial value type from the
pull-down.

Default: Select when specifying an arbitrary initial value. Set the initial value in the

“Initial value” field.

Blank: Select when not using the initial value.

Last Input: The previously entered Option Item will be entered as the initial value.

§ © DO B oomsciouwd x EES - o X

< O ) 5] https://odmscloud-stg.om-digitalsolutions.net/workflow/worktype-id Q, A 7 [l] {\5 Q

Option ltem

| [oetaun v |

Blank
| Last input vatue [

| | pefaut
| [ etaun
| [ etau

| | Detaut

| [ Defaut

| [ petaun

| [ Detaun

4. When the input is complete, click the [Save] button to complete the registration.
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2.8.3 Registering Template File.

Template files for transcription can be registered for each routing rule set by Author ID and/or
Worktype ID. The registered template file can be automatically opened when the transcriptionist
plays back the dictation file assigned according to the routing rules for transcription. (Application

software that supports the registered file format must be installed on the transcriptionist PC.)

1. Click the [Template Setting] button to open the Template List screen.

ﬂ @ MO [E ooMsdoud x  + _ - %
< O m (%) httpsy//odmscloud-stg.om-digitalsolutions.net/workflow/template a A Ty m g - T
Account Dictations Subscription User Workflow Support (Z)JP_Leadming [ Sign out
Workflow » Template Setting

e | | (% Add Tempize

There are 0 search resulls.

2. Click the [Add Template] button to register the template file.

Click the [Select file] button to open the browse screen and select the template file to
register.

After selecting the file, confirm the registration by clicking the [Add Template] button.
” O B oomscioud x  + = o X

& ] %)  https;//odmscloud-stg.om-digitalsolutions.net/workflow/template Q A ui] =R
P! g g P

Add Template

- Mo file selected - I Select file ‘

l Add Template l

63/214



To delete a registered file, select the file you would like to delete from the template files
displayed on the Template List screen and click the [Delete] button on the right side.

However, in the following cases, you cannot delete the template file registration.

- There is a routing rule associated with the template file to be deleted.

- There is a task that is in the process of being transcribed in the routing rule that is associated
with the template file to be deleted.

i) @ O [l opMsCoud x |+ = [n} x
&« C om ) hitps//odmscloud-stg.om-digitalsolutions.net/workflow/template QA oy m 9= - .’5
OM SYSTEM

Account Dictations Subscription User Workflow Support JP_LeAdmind
Workflow » Template Setting

S Retun | | [} Add Template

Template files when using background speech recognition:

If you want to automatically register the background speech recognition results in a
template file using the tag function described below, the template file must be in .rtf

format. For details, see <6.10 Automatic tag conversion function in speech recognition

workflow>.
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2.8.4 Setting Routing Rules.

The ODMS Cloud provides a system for efficient dictation workflow. You can automatically
allocate the task to a transcriptionist based on the Author ID or use a combination of the Author
ID and Worktype ID to allocate precisely. It is also possible to register a template file to be used
by default for each routing rule, making it possible to create standard documents more
efficiently.

1. Click the [Add Routing Rule] button to open the Routing Rule settings screen.

M B ooms Cloud x  + = (m] 'Y

& O A & hitps://odmscloud-stg.om-digitalsolutions.net/workflow Q A w B .:g ‘E‘ 9

Add Routing Rule

Author ID ‘—Se\actAumurlD"

Warktype 1D ‘—Se\ectWorkiypelD--
(Optional)

Speech
Recogniion
Auto Punctuation

Transcriptionist

Selected Transcriptionist * Transcriptionist List O
groupA
GroupB
GroupC:
JP-LeType2
JP-LeType3
testuser
v

Template ‘ —- Select Template —

(Optional)

2. Select the Author ID. (mandatory)

3. Select a Worktype ID (optional). By setting the Worktype ID, you can set a workflow for an
author's dictation based on different types of Worktype ID to be allocated to different
transcriptionist or templates.

*Please note that in case a WorktypelD is not selected, that routing rule will not be applied to
files with a WorktypelD.

4. Specify whether background speech recognition is required for each task. Whether
background speech recognition is performed or not is determined by the license type
assigned to the Author. (Even if the box is checked, background speech recognition will not

be performed for dictation files of Authors with a standard license assigned.)

65/214



w

Enable/disable the Auto Punctuation feature in background speech recognition.
When the Auto Punctuation option is disabled, users must speak punctuation commands (e.g., “period,”
“comma,” “new paragraph”) to insert punctuation during speech recognition.

The Auto Punctuation setting can be enabled or disabled individually for each Routing Rule.

Select the transcriptionist to be assigned from the “Transcriptionist List” and move it to

“Selected Transcriptionist” by clicking on the name.

If necessary, specify the template file to be used for transcription. (template file must be

registered in advance. See <2.8.3 Registering Template File>)

After completing the input, click the [Save] button to complete the registration.
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2.8.5 Using Worktype ID.

The Worktype ID corresponding to the rule created for each author in <2.8.4 Setting Routing
Rules> is transferred to the recorder used by each author. When it is transferred, only the

Worktype ID used in the routing rule will be transferred. Setting information such as Worktype ID
is automatically transferred when the recorder is connected to a client PC via USB. For details,
refer to <2.9.4 Transferring Worktype ID and Option Item>.

Worktype ID can be selected from the list before starting Dictation. By enabling "prompt" in the
User information, you can automatically display the Worktype ID list when starting a new

recording, such as when clicking the New button. Please refer to <2.3.1 User Registration> for

the "prompt" of user information.

Also, by setting "Active Worktype ID", you can specify the cursor line of the Worktype ID from
the list that will be displayed when starting a new recording. If you select Worktype ID on the
Dictation Device, the next selected line will be changed to that ID. If “Active Worktype ID" is not
set, the Worktype ID at the top of the list will be selected.

If you do not enable "prompt" in the User information and transfer the Worktype ID to the
recorder, the Worktype ID at the top of the list will be automatically selected and a new recording

will be made. To specify the Worktype ID to be automatically selected. Please specify from the
“Active Worktype ID".

*If you specify a Worktype ID in the recorder's menu operation, only that file will be valid, and
from next time onwards, the "Active Worktype ID" setting will be applied.

) © DO [ opMsdoud x  + = o X
< O MW &)  htips;//edmscloud-stg.om-digitalsolutions.net/workflow/worktype-id a A & Mmoot Th
OM SYSTEM

Account Dictations Subscription User Workflow Support JP_LeAdmind
Workflow » Worktype ID Setting

© rewn || FF Age worktype 1D [ Active Worktype D ]

Worktype ID Description

TEST_WORK_1 Edit || Option ltem | | Delete
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29 Dictation Device Settings.

The dictation workflow in the ODMS Cloud is managed by Author ID tagged to the dictation file.
Before a dictation is created, it is essential that the correct Author ID is set on the dictation

device(Voice recorder, Smartphone app). This chapter explains how to set up the Author ID.

J Author ID Setting for the Dictation Device (In the case Author ID hasn’t been configured)

| Editing Author ID on a Dictation Device
J Author ID Setting for ODMS Cloud Mobile App
J Transferring Worktype ID and Option Item

2.9.1 Author ID Setting for the Dictation Device (In the case Author ID
hasn’t been configured).

The ODMS Cloud uses the Author ID as the basis for an efficient dictation workflow. The default
Author ID for OM System dictation device, such as the DS-9100, is the recorder name (DS9100
in the case of the DS-9100). When a Dictation device with a default Author ID is connected to a
PC where the author has logged in to ODMS Cloud, the Author ID registered in ODMS Cloud will

be copied to the dictation device. For the supported device, please refer to Chapter <1.3 Devices

Connectable to Desktop App>.

When it is copied, the Worktype ID and Option Item registered in ODMS Cloud in chapter <2.8.2
Configuring Worktype ID/Option Item> are also set in the dictation device.

Even if you dictate with the default Author ID (DS9100) and upload the file to ODMS Cloud, you

can manually assign a Transcriptionist <3.8 Manual Routing>. However, since the correct Author

ID is not set in the Dictation File itself, so it will be treated as a file with an unknown author.

2.9.2 Editing Author ID on a Dictation Device.

In general, we do not recommend that users change the Author ID set in the Voice recorder

themselves. This is because if the Author ID is changed, the dictation workflow will not function
properly. However, if the Author ID registered in the connected recorder is different from the ID
of the Author logged in to ODMS Cloud, it is possible to rewrite it to the ID of that Author. For
details, see<6.11 Rewriting the Author ID from the Desktop App>.

In addition, you can rewrite the Author ID of a dictation file that has already been recorded by
using the Edit Job Data function. For details, see <6.11.2 Changing the Author ID of a recorded

file>.

If you need to change your Author ID for other reasons, please consult with your system
administrator or use the Device Configuration Program (DCP) provided by OM System.

However, although DCP allows you to change various settings of the dictation device, it may
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affect the dictation workflow, therefore please consult your system administrator before using the

program.

2.9.3 Author ID Setting for ODMS Cloud Mobile App.
The ODMS Cloud Mobile App (smartphone app) can be used for dictation in addition to using
dedicated dictation devices. Like the dictation device, the Author ID of ODMS Cloud Mobile App is

automatically set when you log in for the first time. Additionally, in the case of the ODMS Cloud

Mobile App, if you change the Author ID on the ODMS Cloud side, the newest information will be
transferred when the app is launched or when files are transferred.

2.9.4 Transferring Worktype ID and Option Item.
The Worktype ID and Option Item registered in the ODMS Cloud in <2.8.2 Configuring Worktype

ID/Option Item> are transferred when the dictation device is connected for the first time, but if

the settings on the ODMS Cloud side are changed, it is possible to reconfigure the dictation
device if the conditions are met.

When the dictation device is connected to a PC via USB, if the Author ID of the user logged in to
the ODMS Cloud and the Author ID on the device matches, the latest information of Worktype ID
and Option Item will be transferred.

For Mobile Apps, the latest information is transferred when the app is launched or when files are

transferred.

2.9.5 Author ID for third-party voice recorder.

ODMS Cloud uses Author IDs as the basis for an efficient dictation workflow. Even if you are
using a digital voice recorder made by another manufacturer, you must set the same correct
Author ID registered in ODMS Cloud on that recorder. Please set the Author ID using the
application software provided by each manufacturer. Please note that if you create a dictation
before setting the Author ID, you will nheed to manually rewrite the Author ID for each file.

For more information, please refer to <6.12 Notes on Author ID for third party voice recorders>.
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2.1 0 Backup and automatic deletion of transcription finished
files.

The ODMS Cloud has a function to back up files with "Finished" status after transcription is
completed, and a function to automatically delete files after a certain period. This chapter

describes file backup and automatic deletion settings.

_| Backup of Dictation Files

_| How to playback backed-up Dictation Files

_] Automatic deletion of Dictation File

2.10.1 Backup of Dictation Files (Administrator Only).

The ODMS Cloud allows you to back up the dictation file after transcription. Enter the [Dictations]
tab and click the [File Backup] button to display a list of files to be backed up.
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At this time, files with Status "Finished" and "Backup" are displayed in the list.
Click the checkbox on the left to select all files. Clicking the checkbox again will deselect all files.

You can also select individual files by clicking the checkbox to the left of each file.

X

¢ @ DO El ooMsCloud x WS = ]

< O o 5 httpsy//odmscloud-stg.om-digitalsolutions.net/dictations a A iy m v - O

File Backup

Download for backup

4 »

Running the backup will copy files to your PC's local storage. The files are saved in Zip file format

with separate files for each dictation.

2.10.2 How to playback backed-up Dictation Files.

You can use the Desktop App to play the backed up Dictations. However, the backup file is zipped
and you will need a password to unzip the file. You can also use the dedicated tool "ODMS Cloud
Backup extraction tool" to unzip the audio file to a specified folder. You can download and use the
"ODMS Cloud Backup extraction tool" from the following URL.

URL:

https://download.omsystem.com/pages/odms download/odms cloud backup extraction tool/en

L

The tool does not require installation and can be launched by just clicking the executable file. By
specifying the folder where the source file is saved and the folder where you want to save, you
can extract all zip files in the folder. To playback the Dictation file, double-click the Dictation file
to launch the Desktop App.

ODMS Cloud Backup extraction tool

Backup file path

|b:\Users\Documents\DMDS\DDMSDesHopA|

_____

|b:\Users\Documents\DMDS\DDMSDesktopA|

Extract | | Close
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2.10.3 Automatic deletion of Dictation File.

You can save storage use in the ODMS Cloud by automatically deleting dictation files that have

been transcribed after a certain period. Enter the [Account] tab and click the [File Delete Setting]
button to display the settings screen. Files with "Finished" or "Backup" are files that can be
automatically deleted.

4] ©® O &l oomsdoud X |+ - o X
< O %) httpsy//odmscloud-stg.om-digitalsolutions.net/account aQ A m ov= -
OM SYSTEM 2

Account Dictations Subscription User Workflow Support JP_Lefdmind [
Account
i iy
Account Information Administrator Information
Company Name JP-Legald Primary administrator JP_LeAdmind
Account ID 853341 Email Address odms1cloudZlestiadded . ¥
Account Type Customer
Secondary Administrator
Country AU
Email Address __ Select Secondary Admi... ¥
Dealer JP-DL1
Dealer Management
Number of days files are kept
before they are automatically
deleted
Delete Accoun

-

By checking the checkbox for “"Auto File Delete” will enable the automatic deletion function. The
default setting is OFF.

Auto File Delete Setting X

Aute file delete [:]

Mumber of days from transcription finished to delete the
files

Days

Save Settings

If you check the checkbox for “Auto File Delete”, the deletion period input window becomes

active, and you can specify the number of days to retain the file. The retention period is from 1
to 999 days.

Depending on your needs, back up your files before automatic deletion. <2.10.1 Backup of

dictation File>
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21 1 Functions for partners.
This chapter describes functions for partners.

| Subscription Tab

1 Edit partner information

I Delete partner Account

2.11.1 Subscription Tab.

You can check the license order status on the Subscription Tab displayed in the partner account.

4 © O & ooMsdoud x  + u] X
“— O Q El https://odmscloud-stg.om-digitalsolutions.net/license a A <7 [D {‘; -'/L
OM SYSTEM N

Account Dictations Subscription User Workflow Partners Support JP_Admin1
Partner Licenses
[E) Order License | | B Order Histery @, search

OMDS-JP License Type : | swndara v

¥ OMDS-JF

» JP-Distt Distributor 853255 45 - o 0 o

-

License Type: Select the license type for which you want to display information in the list from
the drop-down menu.

License Inventory: Number of licenses you have in stock.

Allocated Licenses: Number of licenses in use (for the license selected in License Type)
License Requested: Number of licenses on order from your customer.

License Shortage: Number of licenses shortage (License Inventory - License Requested).

Licenses on Order: Number of licenses you are requesting to be issued.
By pressing the [View Details] button, you can check the status of the subordinate Customers.

If there is a number in License Requested, there is a license issue request from your customer, so
go to [View Details] - [Order History] and issue the license.

If License Shortage contains a red humber, the number of licenses in stock is insufficient. Click
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[Order License] to request and submit your order for the required number of licenses.

2.11.2 Edit Partner Information.

You can edit the information of the partner account that you have registered.

Open the Partners tab, hover your mouse over the partner you want to edit, and click the Edit

Account button.

4 © O & opMsCioud X |+ = =] X
< O @ () https://edmscloud-stg.om-digitalsolutions.net/partners S | = - -'(L
Account Dictations Subscription User Workflow Partners Support JP_Admini
2 Add sccount
e strib as3 a0

ﬁ Distributor 853258 JP_Distagmin1 olimiuraZemargency3add+st22@gmail.com

You can edit the Company Name and if necessary, select a different administrator's e-mail

address

2.11.3 Delete Partner Account.

You can delete the partner account that you have registered.

Open the Partners tab, hover your mouse over the partner you want to edit, and press the Delete

Account button.
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of §

*If accounts are linked to the partner to be deleted, the partner account cannot be deleted.
Please have the subordinate accounts deleted or ask OMDS to change the owner of the

subordinate accounts. (Change Owner).
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2.12 Delete account (fifth tier).

When you are going to stop using ODMS Cloud and no longer need the registered account, you
can delete your account yourself.

1. Open the [Account] tab and click [Delete Account].

4] © O [ opMsdouwd X |+ = o X
« O M (%) https//odmscloud-stg.om-digitalsolutions.net/account a A % h o= - O
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OM SYSTEM

Account

Dictations Subscription User Workflow Support JP_LeAdmind [ Signo

File Delete Setting

Account Information Administrator Information

Company Name JP-Legald Primary administrator JP_LeAdmind
Account ID 853341 Email Address odmeTclouditestsadded .
Account Type Customer

Secondary Administrator
Country AU

Email Address _ Seloct Sccondary At~
Dealer JRDL1

Dealer Management

Number of days files are kept
before they are automatically
deleted

Save Changes

2. Confirm the deletion of the account by clicking the [Delete Account].

Delete Account X

|

Delete your account ?

Delefing your account will remove all user informaticn, licenses, and dictation files

from the system. Deleted information cannot be restored

Delete Account

Cancel
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3 Dictation Workflow.

This chapter describes the dictation workflow, in which a dictation file recorded by an author is
uploaded to ODMS Cloud, and the assigned transcriptionist transcribes the dictation file. The

ODMS Cloud handles the transcription work of dictation file as a “Task”.

_1 3.1 Dictation information display screen

1 3.2 Client Application for Authors and Transcriptionist
| 3.3 Auto Routing Rule

1 3.4 Upload Dictation File

1 3.5 New Task Notification

1 3.6 Checkout Dictation File

_| 3.7 Dictation Status

1 3.8 Manual Routing

_13.9 Finish Transcription and notification
13.10 Add Index Mark

13.11 Dictation File with Author ID as device name

9

Next Chapter
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31 Dictation information display screen.

You can check the progress of the transcription process on the "Dictations" tab.

] Dictations Screen

] Setting display items
1 Filter Function

3.1.1 Dictations Screen.

The “Dictations” screen displays only information related to the logged in user.

4] @ O [ oomsdouwd x | = B
& G 0] 0] https://odmscloud-stg.om-digitalsolutions.net/dictations a Ad [ird {g 9

OM SYSTEM A

Account Dictations Subscription User Warkflow Support 4P LaAdmind

Frogress @ Fandeg B Fins

Fiter: 6 Uploaced B hed B Backe
Spasch i Wordypa | Fia [mm——

00000020 Q) Uplades ol A P _LEAUTHERS P L0OZD OMZDSZ 0G000Z TR AWSTIT W0

O0000TT Y Upicsades Mol Agpicatie  Normal JF_LEAUTHERD JPLONT ORAOS? 000002 1266 FZSHIT 0026 MRSET 70029 ST 17010

00000M4 & Upladed Mol Agpicatle Mol JP_LEALTHERD JPLON4 0O11DSZ 000003 12800 ZSTTITOON  RSDHT IR0 VM 17013

OO000M1E ) Upiosdess Not Appicatie  Nermal JP_LEAUTHERS JPLONE PRS2 00003 13112 ZOEIT 70021 DS 170025 02T 170158 P LeType?
LeTyped

000N @i Finished Mot Agpicotie  Normal JP_LEALTHERS JPLODT_SSADS2 000003 14336 2T ITALN  RSAITTZAH AT TS PleType?

00000MZ () Perdrg  NolAgpicatle  Normal JP_LEAUTHERS P UNTZ0N0IDS2 000003 1416 2 RITTH® 2R 172478

0000001 Q) Upimaded ot Agpicatie  Nommal JP_LEAUTHERS JPLODIE0ITDS2 00003 1SIE0  A2EIT OO ARST1R0035  H2ST 7D

Q0000ME Y Upladed Mol Agpicable Mol JP_LEALTHERD JPLOOTS OOIGDS? 0003 1SI0 AQSTT 006 23S2M7 170040 M2V 17016

0000015 Y Upiosdest  Not Appicatie  Nermal P_LEAUTHERS JPLONS_ PIIBDS2 00003 1SI60 2SI 70016  MDST 170020 HRHIT 70158 P LeType?

LeTyped

00000M3 (2 Finished Mot Appicatie  Normal JP_LEALITHERS JPLONI OMDS? 000003 ISATZ 2GRN TC006  PI2SITATACH0 028 ITLNE MOS0 ITAZIS 2UI0 TITAE  FleTypel

4 ]

o n 2 & Fila B

-

4 4

Administrator: All dictation files in the account will be displayed.

Author: Only dictation files recorded by the author will be displayed. Even if you have recorded

a file yourself, it will not appear in the list unless the correct Author ID is set. Please set the

Author ID according to <2.9.1 Author ID Setting for the Dictation Device> before starting to use
the recorder.
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Transcriptionist: Displays only dictation files recorded by the assigned author. If multiple
transcriptionists are assigned for one author, it will be displayed to all the transcriptionists that
are assigned.

If multiple Transcriptionists are candidates for a task and someone other than you start
transcribing, the task will disappear from the list. To check the status of tasks that relate to you,
press the [All Tasks] button. To return to the original view, press the [My Tasks] button.

When My Tasks is selected: | My Tasks | |All Tasks

rﬂj B ©oDMS Cloud x  + - o

X
« G @ & httpsy//odmscloud-stg.om-digitalsolutions.net/dictations a A % = @ - O
| a
| OMSYSTEM
|
Dictations Support JP-LeType3 [5 S
1 Dispiay Informate
|| Filter: E Uploaded B In Frogress B Pending & Finished [ Backup File Name: \ Search
o me e | oumiorsor | Dcitoncompite | Do s _| Tt

il furert Fletane Lenath il

00000173 @ Uplosced  Completzd  omal 16 _LERUTHER? JPLODGA 4044052 ODODON BT04 2028720 18404 2028723 164048 20287123 184138

00000178 () Uplosded Completed  Normal - JP_LEAUTHER2 JP_L0D05_4047.0S2 00:00:05 20802 20257723 1540:47 20257123 1540:53 20257423 15:41:35

00000175 @ Uplosded  Completed  Nommal - 17 _LERUTHER? JP.LODGS 4054052 000003 14B4S 2025723 15404 2025723154058 20257123 154135

00000178 @ Uplosced  Completzd  ormal 1P _LEAUTHER? JP_LODOT 059052 0DODOS 17408 2026723 154080 2028723 164108 20287123 184138

00000177 e Uploaded  Completed Nermal JP_LEAUTHER2 JP_LO00Z_4107.052 00:00:02 10240 2025/7/23 15:41:07  2026/7/23 15:41:10  2026/7/23 15:41:36

00000175 @ Uplosded  Completed  Nommal - 1P _LERUTHER? JP.LODGR 411152 0DODG2 1TE 202573 ST 20257 ISALNA 20257123 154135

‘. »
et
Desitop Agpication &
o v
“ »

When All Tasks is selected: My Tasks | | All Tasks

O B oowmsCloud x |+ = [m]

x
< C R O hips//odmscloud-stg.om-digitalsolutions.net/dictations art =@ - O
a
OM SYSTEM
Dictations Support JP-LeType [= Sign

BB Display Information

aress [ Pending @ Finished B Backup

i neryption o Worktype . | File Name 2 =
- ot Length ==

00000172 Pending  Completad  Mermal - JP_LEAUTHER2 JP L0003 4037DS2 00:00:02 10752  20267TI2315:40:37 202507723 15:40:41 202677123 15:41:35 20267723 15:4251

00000182 @ Upoaded  Gompletd  Normal JP_LEAUTHER? JPLOD2 533802 ODOD:0B 14848 20256145338 2005088 145343 202580 14:53:50

+ | i ropety | I I

00000183 @ Upesdzs  Compistas  Nermal P_LEAUTHER? UPLOG0Y 5344DS2  COOD:2 10240 2025145348 20258145247 20258 14:53:50

Q0000134 (JfFinished  Completed  Normal - P LEAUTHERZ JPLODDY 53802 ODODAR 141312 20256145035 20258 145718 Z025B1AST37  2025EE 145552 202578 1501
00000172 @ Upksdzs  Compistas  Nermal P_LEAUTHER? UP_LOG0S 4044DS2  COOD:01 8704 2025712154044 2025723 15:40:48 20257123 15:41:35

00000174 () Uploaded  Completed  Normal JP_LEAUTHERZ JP_LODOS_4047.0S2 QU:OD:05 20082 20257123 15:40:47 20257123 15:40:83 202807723 15:41:35

00000175 @ Upioaded  Completed  Norms! PLEATHER? UPLODOO_4054DS2  0DODOD 14845 2025723154054 20257123 154053 20257123 154138

0000176 Q) Upioades  Completes mai P_LEAUTHER? JP_L0007_4050DS2  0DO0:04 17408 2025723154050 20257154105 2025723 154138

v
» |

*When you select All Task, the background of tasks that are handled by Transcriptionists other

than yourself will be grayed out, and you will not be able to transcribe them.
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Dictation files are displayed in pages with 100 items per page. Page information is displayed at
the bottom right of the screen in the format of current page/total pages. Please use the <, >

buttons, etc. to switch pages.
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3.1.2 Setting display items.

Display items can be changed by clicking the [Display Information] button at the top right of the

screen and checking the items you want to display.

Each display item is as follows.

Job Number

This is the number assigned within ODMS Cloud. Numbers are
managed for each account.

Status

Displays the progress of transcription work.
- Uploaded: The author has uploaded the file, but the
transcription process has not started.
- In Progress: Transcriptionist has started the transcription.
- Pending: Transcription work is suspended. Only the currently
assigned Transcriptionist can resume.
- Finished: The transcription work has been completed.
- Backup: This file has been backed up by the administrator.

Speech Recognition

Displays the status of speech recognition.

- Not Applicable: Not applicable for speech recognition. In
this situation, only standard transcription can be performed.

- In Progress: Speech recognition is in progress. During this
status, the audio file cannot be played.

- Completed: Speech recognition is complete. Complete the
transcription based on the speech recognition resulit.

- Failed: Speech recognition failed. In this situation, perform
standard transcription.

- Canceled: Speech recognition was interrupted by the
administrator. In this situation, perform standard
transcription.

Priority Priority given to the file. It is managed in two categories: Normal
and High.

Encryption If the Dictation File is encrypted, a lock mark will be displayed.

Author ID This is the ID of the author who recorded.

Worktype ID This is the ID for managing each work task

File name File name

File Length File length

File size File size

Dictation start date

Dictation start date

Dictation complete date

Dictation complete date

Dictation update date

Date and time the Dictation was uploaded to the Cloud

Transcription start date

Transcription starts date and time

Transcription finish date

Transcription completion date and time

Transcriptionist

Assigned Transcriptionist name *1

Comment

Comment

Optionitem1 to 10

Option item 1~10

*1: The attributes of the transcriptionist or the transcriptionists group are displayed as an icon.

If the task is assigned to an individual, this icon will be displayed to the left of their

name.

If the task is assighed to a group, this icon will be displayed to the left of the group

name.
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3.1.3 Filter Function.

You can filter displayed items by Transcription status.
Only files whose status has a check mark are displayed.

If all boxes are unchecked, the filter function will be disabled, and all files will be displayed.

The filter items are as follows.

Uploaded View files as they are uploaded by Author

In Progress Display files that your Transcriptionist has started transcribing

Pending Display files whose transcription is temporarily suspended

Finished Display files that have been transcribed

Backup Display backed up files

3.1.4 Dictation Search Function.

You can search for Dictations using the search function.

i) ® O [ oomscend x [ - o x
& G 0 ) htipsy//odmscloud-stg.om-digitalsolutions.net/dictations a A Py T "b

OM SYSTEM -

Account Dictations Subscription User Woarkflaw Support 4P_LaAdmind

Fiter: B Upinaced B inFrogress B Panding B Finshed B Backs e
P Spoach ) ] Workypa | An T
0002 1776 QST T004Z MISRMT 170045 M2V ITDI%

00000120 ) Upicumded NotAppicatie  Normal JP_LEALTHERS JPLONZ0 DM2DS2 0000

00000M7 ) Upladed Mol Agpicable  Normal JP_LEAUTHER] JPLODTT_O26DS2 000007 12260 AT 0026 HESTHT 10029 HOSIT 7O

Q0000 ) Uplorded et Agpicntie

Normal JP_LEAUTHERS P00 00TIDS2 00003 I2B00 A2ET OO  HRST1R0044  HRST 7D

00000016 () Upioaded  Nol Agpicable  Normal JP_LEAUTHERS JPLO0T OI210S2 OO0O3 13317 ASRNT 0021 PESEMT1T0025 ST 1701
00000011 (23 Firished Mol Appicetle  Nermal JP_LEAUTHERS JPLODY_SSGADE2  OO003 1436 JDEAITIREGSE ADSDMT 10000 20257 70138 HOSDAT 172341 DSDT T2AEL P LeType?
0000OMZ 7 Perdng  MolAopicable  Nomal JP_LEAUTHERD JPLODTZ 0012 00003 MG A0S 0O  HESTHTAT0005 25T 713 HOS2T 72428 P-LaType?
0000OME € Upimadesd Mot Appicetle  Nermal JP_LEAUTHERS UPLODTB OITOSD  O0:ODO3  1S360 MDD TLONT  HDSDMT 170035  0ONHT 170N P LeType?
LeTyped
00000MS ¢y Upimadesd Mot Appicatle  Nermal JP_LEAUTHERS JP 00T DIIEOSD  O0:OD03 15360 ADEDIT 006 HDSDMT 170040  02NHT 170138
00000MS ) Upiadesd Mol Appicatle  Nermal JP_LEAUTHERS JPLODTS DNMEDED 000003 15360 2ET 0016 ADEDMT 10020  ASNT 170138
0000OM3 (75 Firished Mot Appicatle  Nermal JP_LEAUTHERS P L0013 DDOEDSD  OC:OD03  SATZ  ADEDIT TTO008 NDSATIZ0040 20287170138 HOSAM0 AR5 SN0 TATAE P LeType?
4 4
D 2 & Fis B
-
4 4

- Author ID and file name are the search targets.

- Searching is done with a fuzzy search

Enter search terms and press the "Search" button.

B3 Display Information
Dictation complete Transcription start Transcription
date date finish date

Transcriptionist
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You can start Transcription from the search results. If the “Transcribe the next file” is enabled on

the Desktop App, only files displayed in the search results will be available as the next files.

4] ™ O [ oomsCioud x  + = (] X
& O w () https://admscloud-stg.om-digitalsolutions.net/dictations a @ h = - O
OM SYSTEM

Dictations Support JP-LeType? [

BB Display Information

Filter: [ Ugloaded [ InProgress [ Pending [ Finished (] Backup o3 Author 1D @, search
. Workiype | oo File File | Dictation start
m“ il et
00000012 ) Uploaded  Normal JF_LEAUTHERS JP_LOD1Z_ 0031082 ODODOZ 15360 2026217 17:00:31 2026217 17.00:35 MotAgplicable
00000018 €3 Uploaded  Normal JP_LEAUTHERS JP_LODMS 0038052 00:0003 15380 20251217 17:00:38 202627 17:00:40 MotAppiicable
4 13

1of1

Deskiop Application (2

To clear the search results, leave the search field blank and press the Search button.
|

B8 Display Information

@, search

F Author ID
Dictation Transcription start Transcription P
Im

* Even if you sign out of the ODMS Cloud, the search results will be retained, so please clear the search

results using the method described above.
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3.1.5 Dictation Sort Function.

You can sort the display order of Dictation by display item.

Clicking on an item with a ¥ or A mark will sort by that item. V¥ indicates ascending order, A
indicates descending order, and ¥ mark changes from gray to white when sorting is enabled.
Clicking on an item that has sorting enabled will switch between ascending and descending order.
If there is a file with a High Priority, it will always be displayed at the top (except when sorting by

Transcriptionist).

The display items that can be sorted are as follows:
 Job Number

- Status *3, *4

» Encryption

- Author ID

- Worktype ID

* File Name

- File Length

* File Size

- Dictation start date

- Dictation complete date

- Dictation upload date

- Transcription start date *3, *4
- Transcription finish date *3, *4

- Transcriptionist *1,*2,*4

*1 When sorting by Transcriptionist, files with Priority High are not placed at the top.

*2 If a Transcriptionist Group is assigned instead of an individual transcriptionist, the specific
transcriptionist responsible will only be determined when the transcription process begins. At
that point, the list will be re-sorted based on the newly assigned transcriptionist. This may
cause the order to appear changed — this is expected behavior and by design.

*3 When sorting by Status, Transcription start date, or Transcription end date, the order will
change because the values change depending on when transcription starts and ends.

*4 When "Transcribe the next file" is enabled <3.9.2 Continuous Checkout of Transcription

Tasks>, the playback order may be does not match your expectations. In this case, sort by a method

other than Transcriptionist, Status, Transcription start date, or Transcription finish date.

Chapter top
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32 Client Application for Authors and Transcriptionists.

Before starting a dictation workflow, authors and transcriptionists must install the Desktop App
for ODMS Cloud onto their PCs. For details on how to install and use the app, please refer to <6
ODMS Cloud Desktop APP>.

| ODMS Cloud Desktop App (Author)
] ODMS Cloud Desktop App (Transcriptionist)

3.2.1 ODMS Cloud Desktop App (Author).

When you log in to ODMS Cloud for the first time with the Author's user ID on the PC used by the
author, a message will display prompting you to install the Desktop App. Follow the instructions
to install the Desktop App.

Desktop App starts automatically when your PC starts and is stored in the task tray. When it
starts, the login screen for the ODMS Cloud will be displayed, log in with your user ID (registered

e-mail address) and password.

Check login status.

[Windows PC]
Please check the task tray. Right-click the ODMS Cloud icon to display the menu.

Upload to Cloud...

atic E-mail receipt
Manual E-mail receipt
Settings...

Legal Notices

Version

Exit

10:37

@ 7z DA pumgn

&

If you are signed in at this time, the name of the signed in user will be displayed. If you are not

logged in, click the "Sign in" link to open the login screen and log into the ODMS Cloud.

[Mac PC]
When the Desktop App is logged in and a dictation device such as DS-9100 is connected via USB,
the dictation file on the device will automatically download to the PC and then upload to the
Cloud.

85/214



3.2.2 ODMS Cloud Desktop App (Transcriptionist).

Same procedure as the Author for installation and logging in. When the Desktop App is logged in
and an assigned Author uploads a dictation to the cloud, the Desktop App will detect the upload
and display a message that a new task has been created. Transcriptionists should log into the

ODMS Cloud with a web browser and start transcribing the corresponding file(s).

Chapter top
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33 Auto Routing Rule.

The dictation file recorded by the author is automatically assigned to the transcriptionist
according to the set routing rules based on the Author ID recorded in the file. This chapter
explains routing settings.

Various settings related to routing are performed within the [Workflow] tab. Only administrators

are allowed to configure the settings.

_| Configuring routing rules

| Automatic Routing

3.3.1 Configurim__:j routing rules.

To route dictations efficiently, it is important to have the proper settings in advance. For the

explanation about the settings, please refer to <2.8 Configuring Workflow>.

Settings are displayed in a list, and new registration, editing, or deletion is possible for the

settings.

4 @ O &l oomsCiouwd x | + = o X
< G @ EI https://odmscloud-stg.om-digitalsolutions.net/workflow Al * [D {g Tb
OMSYSTEM

Account Dictations Subscription User m Support JP_LeAdmind
Workflow
(4 Add Routing Rule [ Tempiste Seting | | [3 Worktype 1D Setting | | 2% Transcriptionist Group Setting
fate

JP_LEAUTHERS

Enabled

JP-LeType?
JP-LeTypes

T
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3.3.2 Automatic Routing.

Based on the rules that combine Author ID and Worktype ID, it is possible to automatically
assign the transcription work of the dictation file recorded by the author to the transcriptionist.
Author ID is a unique ID set for each author and is used to identify the file creator. Dictation files
with this ID will be automatically allocated to the transcriptionists according to the rules, but if
you want to set additional detailed rules for each work content, you can also set Worktype ID

(optional) as a distribution condition.

By combining the elements created in advance, you can configure the following routing rules.

Author ID Worktype ID Option Item Template | Transcriptionist or
Transcriptionist Group

1 ¥, - - - v
2 ¥, - - ¥, v
3 ¥, ¥, - - v
4 ¥, ¥, - ¥, v
5 ¥, ¥, ¥, - v
6 ¥, ¥, ¥, ¥, v

1. Set only the Author ID as the allocation condition and do not use Template.

2. Set only the Author ID as the allocation condition and use Template.

3. Set the allocation conditions using a combination of Author ID and Worktype ID, and do not
use Template.

4. Set the allocation conditions using a combination of Author ID and Worktype ID and use

Template

*Option Item is linked to Worktype ID and is not directly related to routing rules. (No.5, No.6)
Note 1) In rules where Worktype ID is not selected, files with Worktype ID added will not be
routed.

Note 2) Only one each Author ID, Worktype ID, and Template file can be selected for one rule.

Note 3) Option Item is linked to Worktype ID.

Note 4) Multiple transcriptionist and transcriptionist groups can be selected for one rule.

Chapter top
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34 Upload Dictation File.

The dictation file created using the dictation device or the smartphone app <7 ODMS Cloud for

Mobile App> needs to be uploaded to ODMS Cloud and assigned to the transcriptionist for them

to be transcribed into text. This chapter explains uploading the dictation files.

| File Upload from Desktop App (Author)

| File Upload from Desktop App (other than Author)

| Checking file upload status

| Edit Dictation File Name

| Delete Dictation File

3.4.1 File Upload from Desktop App (Author).

If the login ID of the Desktop App is an author

When a dictation device (e.g. DS-9100) is connected via USB to a PC where a user with an

author role is logged into the Desktop App, the dictation file will be uploaded under the following

conditions.

Author ID of the | Author ID on the | Upload of dictation Files Others

login user dictation device

- Default value Execute dictation file upload Automatically change the device

(DS91) Author ID to the Login user

Author ID

Author ID matches Execute dictation file upload If there is an update to Worktype
ID/Option Item, transfer to
dictation device

Author ID does not match Do not upload Dictation File No action

Note 1: Files that have been set to "Pending" status on the recorder will not be downloaded. You will need
to use the Device Configuration Program to configure the recorder. For details, please refer to the device

user’s manual.

Note 2: If you set the audio file to edit locked by operating the recorder, you cannot perform operations

using the <6.5.5 Download Options>. Furthermore, you cannot perform operations related to file editing,

such as adding index marks, in the subsequent workflows.

* To upload files, it is necessary to assign a valid license to the user.
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3.4.2 File Upload from Desktop App (other than Author).

If the Desktop App login ID is a transcriptionist or unassigned role “*None”

When a user with the Transcriptionist role or *“None” role connects a dictation device (e.g. DS-
9100) via USB to a PC logged into the Desktop App, the dictation file will be uploaded under the
following conditions.

Author ID of the Dictation Device Upload of Dictation Files Others

Default Value (DS91) Execute Dictation File upload No action
Registered in ODMS Cloud Execute Dictation File upload No action
Not Registered in ODMS Cloud Do not upload Dictation File No action

* To upload files, it is necessary to assign a valid license to the user.

3.4.3 Checking file upload status.

You can check the upload status of the dictation file to ODMS Cloud from your web browser.

@ O Bl obMsCloud x |+ - o x
<« ] ) https://odmscloud-stg.om-digitalsolutions.net/dictations a A = @ - .,%
OM SYSTEM .

Dietations Support I

[CT—
Fite. Bl Upoates B s Progress B Py B Fiisha B B 3
Fia .. n

R e S N P :
COOOD @ Uicsded  NetAoplistie Mo = ieumem . Lowen otz052 o0

00001 Q) Uplaed  NotAgplicie  Mormal FUEAMER

1. Only files that match the logged-in user's Author ID will be displayed.

2. The Web Browser screen does not update automatically, so please click the browser update
button to refresh the screen.

3. Up to 100 dictations can be displayed on one screen. If the page spans multiple pages, you
can switch pages using the advance button at the bottom right.

4. You can also use the filter function and sort function to find the desired file. (Refer to <3.1.3
Filter function>)
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3.4.4 Edit Dictation File Name.

You can rename the dictation file listed in the “Dictation” tab to suit your needs on handling the

dictation files within your workflow.
Move the mouse over the file you want to rename and click [File Property]. In the pop-up window

that appears, enter the new file name in the "File Name" field, and press the [Save] button.

File Property x
General
File Mzme || AlJ_L0004_3643.052 ] [m
Raw File Name AT .D52.zp
Fiesze 17408
File Length  00:00:04

Dictation startdate  2024/5/16 12:36:48
Dictati plete date  2024/5/16 12:36:53

Encryption

Friority  Normal
Author I AU_LEAUTHER2
Worktype ID
Optionltem1
Optionliem2

Optionltem3

Optionliem®
Optionttem 10

Comment

Job
Job Mumber 00000001
Status  Uploaded
Dictation upload date  2024/5/16 12:37:11
Transcriptionist
Transcription start date:
Transcription finish date

X Close

*This operation allows you to change the File Name listed in the Dictation Tab, but the file name

saved with the Backup operation (Section 2.10) will remain as the original file name.
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3.4.5 Delete Dictation File.

You can delete files that are no longer needed in the Cloud.

Check the files you want to delete and click the [Delete Dictation] button at the bottom left of the

screen. You can select or deselect all files using the checkboxes at the top.

O B ooMs Cloud x  + = [m} X

< G m 3] https://edmscloud-stg.om-digitalsolutions.net/dictations aQ A = @ - (/]

OMSYSTEM

Dictations Support & JP-LeAutherz [+ Sign o
Filwr. & Uploaded & In Fregres: Finished & Backup Fleliame Authar 12
. Workdype [ L File File _| Dictafion start [ p——
ition st date
00000172 () Pending  Completed  Nermal JF_LEAUTHERZ JP_LO0Z 4037082 000002 10752 2026/7/23 164037 2026123 16:40:41 2026723 15:4135 202517123 1542
00000173 () Uploaded  Completed  Normal JP_LEAUTHERZ JP_LOGO4 4044052 000001 8704  2025/7/23 15:40:44 2025123 15:4046 20257123 15:41:35
00000174 ) Uplosded  Completed  Normal - JP_LEAUTHER? JP_LOD0S_40470S2  00:0005 20982  20257/23 15:40:47 20257723 15:40:53  2025/723 16:41:35
00000175 () Uploaded  Completed  Normal JP_LEAUTHERZ JP_LOGOB_4054D52 000003 14848 2025/7/23 154054 2025123 15:4068 20257123 15:41:35
00000176 ) Upioaded  Gomplete  Normal JP_LEAUTHER2 JP_LOGOT_#050.0S2 0D:00:04 17408 20257723 15:40:58 20257723 15:41:05 20267123 15:41:35
00000177 @) Uplosded  Completed  Normal - P LEsUTHER? P L000B_4107DS2 000002 10280 2025723 154107 2025723 154110 202572 154135 |
00000178 ) Upiosses  Completss  Normal JP_LEAUTHER2 JP_LOD0S_$111.DS2  00:00:02 11776 2026723 15:41:11 20257723 15:41:14  2026/7123 16:41:35
|
v >
of 1 ‘
M
4 CEE—— >
L =

*Only the administrator and the author who created the dictation file, and the transcriptionist
who transcribed the file can delete the file.

Dictation Files with Pending and InProgress Status cannot be deleted.
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35 New Task Notification.

When an author uploads a dictation file to the ODMS Cloud, all transcriptionists assigned as their
transcriptionists in the routing rules are notified. The ODMS Cloud handles each transcription
work as a “Task”.

| New Task Notification

3.5.1 New Task Notification.

When a new dictation file is detected being uploaded, a "New Task Notification" will be sent to all
transcriptionists in charge of transcription. When the Desktop App used by the transcriptionist is
logged in to the ODMS Cloud, it periodically checks for the presence of tasks and issues a
notification if there are new tasks.

Even if background speech recognition is performed after a file is uploaded, a "New Task
Notification" will be sent when the file is uploaded. No notification will be sent when the speech
recognition is completed.

Chapter top
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36 Checkout Dictation File (Select Dictation file for
Playback).

In the ODMS Cloud, when the assigned transcriptionist starts transcribing a dictation file, it is

called “checkout”. This chapter explains how to start transcription work.

_| Dictations Screen (Transcriptionist)
_| Checkout Dictation File

| Desktop App

_| Cancel Checkout

3.6.1 Dictations Screen (Transcriptionist).

When a transcriptionist logs into the ODMS Cloud from the Web Browser screen, the Dictations
tab will be displayed. The displayed task list will only show tasks that are assigned to the
transcriptionist. The display order of the list can be changed using the filter and sort function.
(See <3.1.3 Filter function>).

You can also check detailed information about each file by clicking the [File Property] button for

each file.
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OM SYSTEM a
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3.6.2 Checkout Dictation File.

When you move the mouse over a file displayed on the Dictations screen with [Status] set to
"Uploaded," the [Playback] button becomes active, and you can check out the file. The checked-
out file is temporarily downloaded to the PC and transcribed using the Desktop App. At this point,
the Status changes to "In Progress" and the file cannot be checked out by another
Transcriptionist.

Even if the [Status] is "Uploaded," if the [Speech Recognition] status is "In Progress," the file
cannot be checked out because speech recognition processing is in progress. Please wait a while
until the processing is complete.
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-
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3.6.3 Desktop App.

If the dictation file is successfully checked out, the Desktop App will launch automatically. If the
template file is set, the template file will also be opened at the same time. For more information
on Desktop App, see <6 ODMS Cloud Desktop App>.

[If the “Speech Recognition” status is other than “Completed”]
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[If the "Speech Recognition" status is "Completed"]

o5 - DS2_QP_1127.D52 — a X

File Edit View Dictation Voice Information
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[Good evening. Some ancient cultures used to believe that if you angered the gods, they would punish you by making ~
the sky fall on your head. Today our scientists are worrying about just the opposite problem. They are worried that
our sky is disappearing. Of course, they don't mean that one day we will look up at the sky and it will be gone. What
they are telling us is that certain widely used chemicals are creating a whole and an important part of.

The ozone layer. We now go to Ann Price, reporting live from the Fifth National Environmental Conference at the
College of Pennsylvania.

With me is Professor Strunk, an expert on the ozone layer. Professor Strunk, can you explain what the ozone layer
is? Well, basically, the ozone layer is an invisible layer of gas that exists in the upper atmosphere. Mow, it functions to
absorb and block the sun's 's harmful ultraviolet rays so the ozone layer is like giant giant pair of sunglasses yes like
sunglasses or better yet it is like natural natural sun tan lotion that protects the earth from the harmful effects of the
sun 's ultraviolet rays now without its protection life as we know it would not be able to exist and how is the hole being
created in the ozone layer well it's not exactly a hole it's it's rather a thinning of the ozone layer that is being caused
by the chemical reaction of the chlorine in a group of chemicals known as chlorofluorocarbons so what is the direct
effect this hole is having on all of us the most direct effect that we have noticed is an increase in skin cancer since
the ozone layer is thinner more ultraviolet rays are getting through to the atmosphere so when a person is out in the
sun he's exposed to much higher levels of ultraviolet rays than thirty years ago these ultraviolet rays are what cause
skin cancer good evening karl marx once said that capitalism would produce the rope with which it would hang itself
even though recent history has proven him wrong if we look at the trash problem in the united states today we can
see that he was at least partly right our society is constantly producing new products to make our lives easier but our
comfortable materialistic lifestyle has a big side effect it creates a lot of trash in fact it has been creating so much
trash that many experts fear that unless we do something about it soon we might end up buried mountain a mountain
of our own trash reporting live from the philadelphia municipal landfill is our correspondent charles doe here standing
am standing atop a mountain of human trash with professor james an expert environment. the environment
professor james can you tell us where this trash problem comes from fundamentally the problem we are facing is a
cultural one united states is that country that is obsessed with time and everything that saves time is perceived As v

3.6.4 Cancel Checkout.

You can cancel a task whose status is "In Progress" after checking out a dictation file and
changing the task to another transcriptionist. Select a file that is “In Progress” and click [Cancel
Transcription] to return the status to “Uploaded”. If you want to change the transcriptionist

manually, please refer to <3.8 Manual Routing>.
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37 Dictation Status.

The ODMS Cloud manages the progress of transcription work using five types of Status.
Additionally, the status of speech recognition is displayed in the [Speech Recognition] status. This

chapter explains the different statuses.

| Details of Dictation Status

| Details of Speech Recognition Status

3.7.1 Details of Dictation Status.
There are five types of status managed by the ODMS Cloud:

Uploaded: The author has uploaded the file, but the transcription process has not started.

@ Uploaded

In Progress: Transcription work has been started by the transcriptionist.

(' InProgress

Pending: Transcription work is suspended temporarily. A file in this state cannot be resumed by

anyone other than the assigned transcriptionist who interrupted it.

Pending

Finished: The transcription work has been completed.

() Finished

Backup: This is a file that was backed up by the administrator as a dictation file.
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3.7.2 Details of Speech Recognition Status.

There are five types of Speech Recognition status managed by ODMS Cloud.

Not Applicable: The file is not eligible for speech recognition. Please perform regular
transcription.

In Progress: The file is currently undergoing speech recognition processing. The audio file
cannot be played while in this status.

Completed: Speech recognition is complete. Please proofread the text transcribed by speech
recognition.

Failed: Speech recognition failed. Speech recognition processing failed for some reason. Please
perform regular transcription.

Canceled: Speech recognition was interrupted by the administrator. Please perform regular
transcription.

@ O B obMsCloud x B - a X
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-
41— T — 4
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38 Manual Routing.

Rather than using preset routing rules, you can manually assign a transcriptionist who will be
responsible for the transcription. This chapter describes manual routing.

| Manual Routing

3.8.1 Manual Routing.

In cases where the transcriptionist is absent or the workload is unbalanced, it is possible to
temporarily change the person in charge and share the work between the transcriptionists within

the account. Manual routing can only be performed by the administrator or the author who

created the dictation.
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Select the dictation file for which you would like to manually assign to a transcriptionist and click
the [Change Transcriptionist] button. Click on the transcriptionist from the "Transcription List" on
the pop-up screen that appears, put he/she in the "Selected Transcriptionist”, and click the

[Save] button to complete the settings.

Change Transcriptionist X

Job Mumber 00000014
Author D TAKA LEAUTHER1
Workiype ID

Transcriptionist

Selected Transcriptionist Transcr

When you return to the Dictations screen, click the browser refresh button G to refresh the list.
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39 Finish transcription and notification.

Once the transcription is complete, you can send a completion notification to the author by
changing the task status. This chapter describes other functions that are useful for continuous

transcription.

1 Finish Transcription

| Continuous Checkout of Transcription Tasks

| Cancel Transcription Tasks

| Suspending Transcription

3.9.1 Finish Transcription.

When you download a dictation file and perform transcription using the Desktop App, click the

"X" button and a "Change Status" pop-up will appear.

[If the “Speech Recognition” status is other than “Completed”]
F X
> » 00:05 | O K i & @© v m%

At this time, you can complete the transcription by clicking the [Finished] button. On the
Dictations screen, the status will change from “In Progress” to “Finished”, and the author will be

notified that the transcription has been completed.

Change Status *

Gy Markthe job as

[] Transcribe the nextfile

Cancel
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[If the “Speech Recognition” status is "Completed”]

o5 - DS2_QP_1127.052 - O

File Edit View Dictation Voice Information
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[Good evening. Some ancient cultures used to believe that if you angered the gods, they would punish you by making ~
the sky fall on your head. Today our scientists are worrying about just the opposite problem. They are worried that
our sky is disappearing. Of course, they don't mean that one day we will look up at the sky and it will be gone. What
they are telling us is that certain widely used chemicals are creating a whole and an important part of.

The ozone layer. We now go to Ann Price, reporting live from the Fifth National Environmental Conference at the
College of Pennsylvania.

With me is Professor Strunk, an expert on the ozone layer. Professor Strunk, can you explain what the ozone layer
is? Well, basically, the ozone layer is an invisible layer of gas that exists in the upper atmosphere. Now, it functions to
absorb and block the sun's 's harmful ultraviolet rays so the ozone layer is like giant giant pair of sunglasses yes like
sunglasses or better yet it is like natural natural sun tan lotion that protects the earth from the harmful effects of the
sun 's ultraviolet rays now without its protection life as we know it would not be able to exist and how is the hole being
created in the ozone layer well it's not exactly a hole it's it's rather a thinning of the ozone layer that is being caused
by the chemical reaction of the chlorine in a group of chemicals known as chlorofluorocarbons so what is the direct
effect this hole is having on all of us the most direct effect that we have noticed is an increase in skin cancer since
the ozone layer is thinner more ultraviolet rays are getting through to the atmosphere so when a person is out in the
sun he's exposed to much higher levels of ultraviolet rays than thirty years ago these ultraviolet rays are what cause
skin cancer good evening karl marx once said that capitalism would produce the rope with which it would hang itself
even though recent history has proven him wrong if we look at the trash problem in the united states today we can
see that he was at least partly right our society is constantly producing new products to make our lives easier but our
comfortable materialistic lifestyle has a big side effect it creates a lot of trash in fact it has been creating so much
trash that many experts fear that unless we do something about it soon we might end up buried mountain a mountain
of our own trash reporting live from the philadelphia municipal landfill is our correspondent charles doe here standing
am standing atop a mountain of human trash with professor james an expert environment. the environment
professor james can you tell us where this trash problem comes from fundamentally the problem we are facing is a
cultural one united states is that country that is obsessed with time and everything that saves time is perceived As v

You can complete the transcription by clicking the [Finished] button.

Change Status X

Gw  Markthe job as

[] Transcribe the nextfile

Cancel

In the Text Correction Window, you can specify the format in which to save the created text. If you select

"Not Export", the text will not be output to a file.

Finished *
Export Format

Mot Export

REW | Shift+Tab | FF | Tab | OK/MENU| Enter | + | Up | - | Down

Finished x

Export Format

Mot Export -
Rich Text(*.rif)

Plain Text(* t)

MS Waord(*.doc)

MS Word(*.docx)
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You can set the file format to be output when the transcription is completed. The available file formats are
as follows:

* Plain Text (*.txt)

* Rich txt (*.rtf)

+ MS Word (*.doc)

+ MS Word (*.docx)

*For doc and docx, this is only available when Microsoft Word is installed on your PC.

For the file save destination, see “Data Folder” in <6.5.2 General>.

3.9.2 Continuous Checkout of Transcription Tasks.

Once you have selected a file on the Dictations screen and started transcription on the Desktop

App, please check "Transcribe the next file" if you would like to transcribe dictation files
continuously without returning to the Dictations screen. The order of checkout of Transcription

Tasks depends on the sorting conditions on the Dictation screen. For details, see <3.1.5 Dictation

Sort Function>.

Change Status X

Gy Markthe job as

Finished

[] Transcribe the nextfile

Cancel

3.9.3 Cancel Transcription Task.

You can cancel playback of the dictation file by clicking the [Cancel] button on the pop-up screen.

If you want to change the responsibility to a transcriptionist other than yourself, you will need to

cancel the task.

Change Status X

Gy Markthe job as

[] Transcribe the nextfile

Cancel

103/214



3.9.4 Suspending Transcription.

You can temporarily suspend work during transcription, such as when you want to resume work
on another day. The transcription can be suspended temporarily by clicking the [Pending] button

on the pop-up screen. On the Dictations screen, the status will change from In Progress to
Pending.

Change Status x

@ Markthe job as
[] Transcribe the nextfile

Cancel

3.9.5 Changing Status from Finished to Pending.

Once transcription is complete and a task that has been marked as Finished can be changed back to

Pending. When you hover your mouse over a task that has a Finished status, "Change status to Pending"
becomes active. You can press this button to change the task's status to Pending.

*Remark: This operation can only be performed by the Administrator or the Transcriptionist in charge of

the transcription

OM SYSTEM

Dictations Support

Filter: @ Upload=s @ InFrogress @ Fending Finished Backup

0Q000001 () Finizhed Mormal ﬁ

0O000008 Pending Mormal = JP_LEAUTHER2 JP_L0O0

JF_L00Y]
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3.9.6 Change the status of multiple files to "Finished" at once.

If multiple tasks with "Pending" status remain in the list of dictations, you can change them to

"Finished" status at once.

Select the files whose status you want to change by checking the boxes next to them, and then click
the "[Change status to Finished]" button in the lower left corner of the screen. The checkbox at the
top allows you to select or deselect all files.

*This operation is restricted to the transcriptionist who performed the transcription or to an

administrator.
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000032 € Uploced P EamERe —_—
00000223 Q) Uplonsd  Cornples P_EAMER? ot
P - r— P EamERe —_—
00000203 Q) Uplondsd  Cornpletes Nora P_EAMER? PEENGZ408 210D SER 20251023 15452 o
000031 Uploded  Covpleted Nors P EamERe B4 0AEIE IS0 ST IO 11175 e
00000216 Q) Uplondsd  Cormpletes Nora P_EAMER? 20 ARNINNISIES2 2025100171440 20251001 112004 o
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3.10 Add Index Mark.

With the ODMS Cloud, you can add Index Marks even after uploading the dictation file to the
ODMS Cloud. This chapter explains the editing work after uploading the dictation file.
Please note that adding Index Marks can only be done when transcribing using the standard

workflow (when using the Play Bar).

3.10.1 Add or delete Index Mark.

Sign in to the ODMS Cloud, select the dictation file from the [Dictations] tab, and click the
"Playback" button. The file will be downloaded, and the Desktop App will start. Please note that
adding Index Marks can only be done when transcribing using the standard workflow (when using the Play

Bar).

Al ] “« 0003 O K # & (HMHEQ* f

You can insert an Index Mark at the position where you choose by clicking the‘/ button. A is

displayed at the index mark insertion position.

@ W« > » W o003 ] O KA & (m)@m@*

You can erase the Index Mark by clicking the® button at the position where you inserted the

Index Mark.

Finally, click the [X] button and click the [Upload] button to reflect the changes in the ODMS
Cloud.

Upload Confirmation X

@ Do you want Lipload the dictation file 7

[ Upload ] Cancel
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31 1 Dictation File with Author ID as device name.

If you create a dictation on the dictation device before setting the Author ID that matches the
Author ID set in the ODMS Cloud, a dictation file with no Author ID (w/ default value) will be
uploaded to the ODMS Cloud. This chapter explains how to manage dictation files without a valid
Author ID.

| Configuring Workflow Manually

1 File upload conditions and Author ID setting timing

3.11.1 Configuring Workflow Manually.

In the ODMS Cloud, the Workflow functions based on the Author ID assigned to the dictation file,
therefore if the Author ID has a default value (Device Name: e.g. DS9100), it will not match the
rules and the dictation file will be stored on the Cloud without a destination. However, from the
login information on the Desktop App which routed the dictation to the Cloud, it can be
determined that the file belongs to the account (company). In this case, the dictation file can be
confirmed by the account administrator. Please have your administrator check files whose Author
ID is the device name. If you have files of that type, you will need to manually assign them to a

transcriptionist. For details, see <3.8 Manual Routing>. Also, in cases such as this, there is no

information about the author who recorded the file, so a transcription completion notification will
not be sent to the author. The transcriptionist must notify the author personally outside of the
ODMS Cloud system. Also, since the correct Author ID is not set in the Dictation File, the

recording author will be treated as unknown.

3.11.2 File upload conditions and Author ID setting timing.

If the dictation device's Author ID is the device name (default value), the Author ID set on the
ODMS Cloud side will be reflected when the device is connected via USB for the first time. Please

refer to <3.4.1 File Upload from Desktop App (Author)> for the conditions for uploading files and

the conditions for reflecting settings on the ODMS Cloud side.
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31 2 Workflow using background speech recognition.

By subscribing to the Speech Recognition License, you can build a dictation workflow that
incorporates background speech recognition. When a dictation created by an Author is uploaded
to ODMS Cloud, speech recognition is performed in the background and text data is saved along
with the audio data. The Transcriptionist in charge of transcribing listens to the dictation and
checks whether there are any errors in the text created by speech recognition. The relevant parts

of the text are highlighted in accordance with the audio, allowing for efficient checking work.

*Background speech recognition is not possible for dictations longer than 1 hour. If the duration

of the recording exceeds 1 hour, please perform a manual transcription.

] Speech Recognition Licenses

| Workflow for Speech Recognition

| Status for Speech Recognition

| Text Correction Window

| Tag Function

3.12.1 Speech Recoghnition Licenses.

To use Speech recognition, you need to have a dedicated speech recognition license.

For detailed information about licenses, please refer to <1.2 Licenses>.

For ordering licenses, please refer to <2.5 Order Licenses>.

For allocating licenses, please refer to <2.7 Assign Licenses>.

3.12.2 Workflow for Speech Recognition.

Settings for using background speech recognition must be configured for each routing rule. When setting up

a routing rule, make sure the following checkbox is checked (it is checked by default):

Add Routing Rule x

Author 1D - Select Author ID — ~
Worktype ID
{Qptional
Speech
Recognition

— Select Worklype ID ~

Transcriptionist
Selected Transcriptionist Transcriptionist List
JP-LeType?
JPLeTypes

test G

Template

P, ~ Select Template - v
(Optiondl)
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You can check the background speech recognition setting status on the Workflow screen.

4] @ M [ obMsCloud x  + - (m] kS
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OMSYSTEM
Account Dictations Subseription User Workflow Support R_Lanminz
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3.12.3 Status for Speech Recognition.

When you move the mouse over a file displayed on the Dictations screen that has a [Status] of
"Uploaded", the [Playback] button becomes active and you can check out the file. However, even
if the [Status] is "Uploaded", if the [Speech Recognition] status is "In Progress", you cannot
check out the file because the speech recognition process is in progress. Please wait until the

process is complete.

® O Bl oomsCloud x | + - O x

« O m (% https//odmscloud-stg.om-digitalsolutions.net/dictations a A % = @ - "}

OM SYSTEM ~
Dictations Support JP-LeType? [+

B8 Display Informatien

Fiter: [ Uploadad [ In Fropress [ Pending [ Finished [ Backup F T, search

e Name Author ID [=
- — Viorktype Fie | Fie _ | Dicttion start Dictation complete _ | Dictation upload Transcri
o Aottt M

00000020| @ Uploaced | fotacplicanie  Normal - JP_LEAUTHERS JPL020_ 0042052 000002 1776 2025217170042 20250217 1T:00:45 2025217 17:00:38
00000017| @ Uploaded | ot Applicatie  Normal - JP_LEAUTHER2 JP_LODIT_0026.0S2 000002 12288 20262417 17.00:26 20252117 17:00:20 20252117 17:01:36
00000014| (* InProgress | fiotApplicatie  Normal - JP_LEAUTHERS JP_LOM14_0011.DS2 000002 12800 2026/2A1717.00:11 2025217 17:00:14 20252117 17:01:36  2028/54
00000016| @ Uploaced | hotacplicanie  Normal - JP_LEAUTHER3 JPLODIS 021052 000003 13312 20252117 17:00:21  202502/17 17:0025 2025217 17:00:36
00000011 | (3 Finished ot Appiiesbie  Normal - JP_LEAUTHER3 JPLODI1_5056DS2 000003 14338  2025/2417 165056 20252117 17:00:00 20252117 17:01:36 202572/
00000012 () Pending ot Appiicsble  Normal - JP_LEAUTHER3 JPL0D12 0001DS2  00:00:03 14338 202672417 170001 202502117 17:00:05 20252117 17:01:36 2026721
00000018 | ) Uploaded | fotApplicatie  Normal - JP_LEAUTHERS JP_LODS_0031.0S2 000003 15260 2026217 17.00:31 2025217 17:00:35 20252117 17:01:36
00000018{ Q) Uploaded Lm Applicable  Normal - JP_LEAUTHER3 JP_LOD19_0036.0S2 000003 15360 20262117 1700:36 2025217 17:00:40 20252117 17:01:36
v
4 G — __________________________________________NJ
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Note: When encrypting a dictation file, an error will occur if the password on the recorder side and the

password on the ODMS Cloud side do not match.

3.12.4 Text Correction Window.

When you check out a file, the Text Correction Window will be launched and the text data created by
background speech recognition will be automatically loaded onto the Text Correction Window. When playing
a file, the word corresponding to the playback position will be highlighted, allowing you to edit the text
efficiently.

o5l - DS2_QP_1127.D52 - ] X

File Edit View Dictation Moice Information
BH0 @D E ««» ) O &

- o . D

our sky is disappearing. Of course, they don't mean that one day we will look up at the sky and it will be gone. What  ~
they are telling us is that certain widely used chemicals are creating a whole and an important part of.

The ozone layer. We now go to Ann Price, reporting live from the Fifth National Environmental Conference at the
College of Pennsylvania.

With me is Professor Strunk, an expert on the ozone layer. Professor Strunk, can you explain what the ozone layer
is? Well, basically, the ozone layer is an invisible layer of gas that exists in the upper atmosphere. Mow, it functions to
absorb and block the sun's 's harmful ultraviolet rays so the ozone layer is like giant giant pair of sunglasses yes like
sunglasses or better yet it is like natural natural sun tan lotion that protects the earth from the harmful effects of the
sun 's ultraviolet rays now without its protection life as we know it would not be able to exist and how is the hole being
created in the ozone layer well it's not exactly a hole it's it's rather a thinning of the ozone layer that is being caused
by the chemical reaction of the chlorine in a group of chemicals known as chlorofluorocarbons so what is the direct
effect this hole is having on all of us the most direct effect that we have noticed is an increase in skin cancer since
the ozone layer is thinner more ultraviolet rays are getting through to the atmosphere so when a person is out in the
sun he's exposed to much higher levels of ultraviolet rays than thirty years ago these ultraviolet rays are what cause
skin cancer good evening karl marx once said that capitalism would produce the rope with which it would hang itself
even though recent history has proven him wrong if we look at the trash problem in the united states today we can
see that he was at least partly right our society is constantly producing new products to make our lives easier but our
comfortable materialistic lifestyle has a big side effect it creates a lot of trash in fact it has been creating so much
trash that many experts fear that unless we do something about it soon we might end up buried mountain a mountain
of our own trash reporting live from the philadelphia municipal landfill is our correspondent charles doe here standing
am standing atop 2 mountain of human trash with professor james an expert environment. the environment
professor James can you tell us where this trash problem comes from fundamentally the problem we are facing is a
cultural one united states is that country that is obsessed with time and everything that saves time is perceived As
good as a result we have created a society in which almost everything is disposable we have disposable paper
plates disposable diapers and i've even heard of disposable underwear and though these products save our society  «

Playing

You can set the file format to be output when the transcription is completed. The available file formats
are as follows:

- Plain Text (*.txt)

- Rich txt (*.rtf)

- MS Word (*.doc)

- MS Word (*.docx)

*For doc and docx, this is only available when Microsoft Word is installed on your PC.

For detailed information on Text Correction Window, please refer to <6.4 Explanation of the Screen

(Speech Recognition Workflow>.

3.12.5 Tag Function.

In the ODMS Cloud speech recognition workflow, by writing specified tag information in a
template file created in. rft format, various information embedded in the dictation file can be

written to a specified position.
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For more information on the automatic tag conversion function, see <6.10 Automatic tag

conversion function in speech recognition workflow>.
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4 License Management.

To use the ODMS Cloud, you will need to purchase licenses to be used by your
author/transcriptionist. This system allows you to request licenses from the dealer you purchase
the ODMS Cloud from and manage the licenses issued by the dealer. Commercial transactions of
the license will be handled separately outside of the ODMS Cloud system. Purchased licenses are
stored in the license inventory, but the activation period is not set by the purchase of the license,
and they are stored as unused inventory. The license period is set for one year after assigning it

to an author/transcriptionist.
The following functions are available.

14.1 Type of Licenses

14.2 License information display screen

1 4.3 License Management per User

3

Next Chapter
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41 Type of Licenses.

The license types are as follows:

1 One Year License

| Reusable Licenses

1 Trial License

4.1.1 One Year License.

A One Year License is a new license issued by the dealer and added to the customer's License

Inventory. The expiration date is set one year after the date the license is assigned to the author
or transcriptionist.

Below are the different types of One Year License.
- Speech Recognition - One year:

- In addition to the standard workflow, you can also use the speech recognition workflow.
- The Speech Recognition License is only available to Authors.

- Standard - One year:

- This license allows you to use the standard dictation workflow.

4.1.2 Reusable Licenses.

A Reusable license is a license that was once assigned to an author/transcriptionist but was
unassighed when the license was no longer needed for that user. From the pull-down menu when
assigning a license, it is displayed as YYYY/MM/DD, and the expiration date set at the time of
initial user assignment is displayed. The original expiration date of the license does not change if

it is unassigned from a user. If the license is still valid, you can reassign it to a different user.

Below are the different types of reusable licenses.
- Speech Recognition - YYYY/MM/DD :
» A speech recognition license that has been assigned to a user once, and an expiration

date has already been set.

- Standard - YYYY/MM/DD:

- A regular license that has been assigned to a user once, and an expiration date has
already been set.
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4.1.3 Trial License.

For customers who register an account with the ODMS Cloud for the first time, the ODMS Cloud
will provide 100 trial licenses with a validity period of 30 days for evaluation purposes. Trial
licenses will have all available functions of ODMS Cloud as a 1-year license. All trial licenses,
including those that have not been used for evaluation will automatically expire 30 days from the

initial registration date.

*Trial licenses are not eligible for automatic allocation<4.3.1 Auto Assign Function >.

Please manually allocate a standard license or a voice recognition license.
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42 License information display screen.

Open the “Subscription” tab to check the status of your licenses. The information is separated
into License-related and Storage-related status.
You can check the information for each of the "Standard" License, "Speech Recognition" License,

"Speech Recognition Upgrade" License, and "Trial" License in the list.

| License Management Information

| Storage Management Information

| Warning notification for storage usage capacity

9 © DO & opMsCioud x  + - o X
< G m 1 https//odmscloud-stg.om-digitalsolutions.net/license a oA foom o -
OM SYSTEM a
Account Dictations Subscription User ‘Workflow Support JP_LeAdmind [+
JP-Legald
[} Order License | | D Order History | | @ Activate License Key
Standard | Spoech Rocogniion | Speech Recogniion Upgrade
License Inventory 5 5 5 100
Humber of unused 5 5 - 100
licenses
Humber of licenses 0 0 - 0
available for reuse
Humber of licenses 0 o - 0
allocated
Humber of licenses 0 0 - 0
expiring within 14 days
Shortage 0 0 - 0
Total number of licenses 0 0 0
on order
Storage Available 0.000GE
Storage Used 0.000GB
Storage Unavailable (Exceeded ~
Amount) — -

4.2.1 License Management Information.

The details of what is displayed in the License Management information are as follows.

Label Description

License inventory The total number of available licenses is shown. This includes the
total number of "Number of unused licenses” and "Number of

licenses available for reuse”

Number of unused licenses Displays the number of unused licenses in stock with no expiration

date set.

Number of licenses available for | Displays the number of reusable licenses that are not currently

reuse assigned to users.

Number of licenses allocated Displays the number of licenses assigned to users.

Number of licenses expiring Displays the number of licenses assigned to users that will expire
within 14 days within 14 days.
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Shortage Displays shortage of licenses that will expire in 14
days against the valid licenses that are available in
stock. Valid licenses are licenses with a remaining
period of 15 days or more. This parameter is applied
to the standard licenses as well as the 100 trial
licenses given to the account at the point of
registration.

Total number of licenses on Displays the number of licenses requested to be issued by dealer.

order

4.2.2 Storage Management Information.

The details of what is displayed in the Storage Management information are as follows.

Label Description

Storage available Displaying available storage size

- 5GB available for each license with expiry date set

- Storage is managed in total within the account, not on an
individual user basis.

- Storage upper limit is the total available size.

Storage used Displays the storage size currently in use
Storage Unavailable (Exceeded - If the available capacity is not exceeded, a green circle will be
Amount) displayed.

- If you exceed the available capacity and continue to ignore the

warning, you will not be able to upload dictations to the ODMS

Cloud. At that time, the circle will be displayed in red.

4.2.3 Warninc__:j notification for storage usage capacity.

If your storage capacity exceeds 80% of the available capacity, a warning notification email will
be sent to you. See Section 8.3.17 for details.

If you receive a warning email, consider deleting the dictation file(s) that has been transcribed
and is in Finished status. The ODMS Cloud also provides automatic deletion of dictation files. See
Section 2.10.3 for details.

It is also possible to increase the usage capacity limit. The total storage capacity available for
each account is the number of licenses in use (including licenses with expiration dates) multiplied
by 5GB, so this can be achieved by allocating unused licenses to existing users. At this time, the
license assigned to that user will be stocked as a reusable license. (The expiration date will not
be changed)
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43 License Management per User.

The ODMS Cloud incorporates measures to prevent license expiration. By checking the User

screen, you can see whether there is a risk of the license expiring immediately.

J Auto Assign Function

I License status display

] License expiration warning

9 © DO & opMsCioud x  + - o X
< G m 2] hitps//odmscloud-stg.om-digitalsolutions.net/user a oA foom o -
OM SYSTEM

Account t Dietations. Subseription User Workflow Support P _LaAdmind
& s s User Bulk Rogisirato 0, sa
I N T e e e I T N TN TR T TN T
Plohgen  Adur Y R ———— [———— = = =
Pkt Adur P LEAmERS — ¥ = = =
7 T - o = = =
areen o NoRAL e s = = =
L e = = =

4.3.1 Auto Assic__:jn Function.

By enabling the Auto Assign function (default ON), the system will automatically switch a user to
a new license when the original license expires. By having sufficient license inventory, you can
rest assured that you will prevent unintentional license expiration. The licenses to be switched

are unused licenses or reusable licenses with 14 days or more of operational time remaining.

If Auto Assign is disabled, the administrator must manually perform the license assignment
operation himself/herself. Please note that users whose licenses have expired will be able to log

in to ODMS Cloud but will no longer be able to use any functions necessary for dictation

workflows, such as file uploads and transcription. |ﬂ|
- an

2024/8720
2024i9011 323

2024110022 385
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To edit User settings, move the mouse over the user you want to edit and click the "Edit User"
button.

*It is strongly recommended to keep the “"Auto Assign” option enabled.

Auto Assign is only available when there is stock of the same license type.

Trial licenses are not eligible for automatic allocation. Please manually allocate a

standard license or a voice recognition license.

4.3.2 License status display.

For users who have been assigned a valid license, “License Assign” will be displayed in the Status
column, the expiration date will be displayed in "Remaining Date”, and the number of days

remaining will be displayed in "Remaining Period”.

For users who have not been assigned a valid license, “No License” will be displayed in red letters

in the Status column. A hyphen is displayed on the Expiration Date.

4.3.3 License expiration warning.

If the license expiration date is within 14 days, "Remaining Date” and “"Remaining Period” will be
displayed in red. At this time, if the Auto Assign function is enabled, "Renew" will be displayed in
black letters in the Status column. If the Auto Assign function is disabled, “Alert” will be
displayed in red in the Status field. You can check if you have sufficient license inventory for
automatic license renewal by checking the Subscription tab. Please make sure that "Shortage" is

Zero.
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5 User Management.

You can check the registration status and license status of each user on the "User" tab.

5.1 User information display screen

] 5.2 Setting or editing user information

5.3 Assign, Unassign Licenses

5.4 Delete Users

1 5.5 User registration via CSV file

9
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51 User information display screen.

You can check the registration status and license status of each user in a list on the "User" tab.

4 © O &l oomsdoud + - o X
< (@] 0] (% https//odmscloud-stg.om-digitalsolutions.net/user Q A Ty ul] 7= -,5
OMSYSTE

Account Dictations Subseription ser Workflow Suppart R Lahanin

& naa Usar £k Rogaas % sa
l e et T NORAAL Urnre pesired. 20082017 s = =
s s P_LEAITHER Miggreicm  SPEECH RECOGMTION L S ] ] =
TRAL = =
= ]
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Label Description

Name Displays the registered username.

Role Displays the user role. (Author/Transcriptionist/None)

Author ID This ID is essential for the dictation workflow. Setting is required if Role is set
to Author.

Encryption Specifies whether to encrypt the Dictation file. The information and password
you set will be automatically transferred to the device connected via USB.

Prompt Specifies whether to display the Worktype ID selection screen when the user

starts the Dictation Device.
(If only one Worktype ID is registered, the selection screen will not be

displayed)

Transcription Group

Transcription Group name to which the Transcriptionist belongs.

License Type

The license type is displayed.

E-mail

This is the email address you set during user registration.

Status

If a license is not assigned, “"No License” will be displayed in red.
If you are an administrator who is not an author or a transcriptionist, you can

use the system without a license. (Assign Role as None)

Expiration Date

Displays the expiration date of the assigned license. If Auto Assign is disabled

and the license expiration date is within 14 days, it will be displayed in red.

Remaining Period

Displays the number of days remaining on the assigned license. If Auto

Assign is disabled and the license expiration date is within 14 days, it will be
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displayed in red.

Auto Assign This function automatically assigns licenses in the License inventory when the
assigned license expires. The default is ON.
*It is strongly recommended that Auto Assign is enabled.

Notification In the dictation workflow, set whether to perform notifications when

transcription is completed. The default is ON.

Email verified

Displays whether user verification has been performed according to the
verification email that is automatically sent to the registered email address
during user registration. If it is not checked, user verification has not been
completed and therefore the user will not be able to log in to the ODMS

Cloud.
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52 Setting or editing user information.

You can change the setting information of registered users from the user management screen.

"] Change Author settings

"] Change Transcriptionist settings

"] Change Administrator settings

5.2.1 Change Author settings.

Move the mouse pointer over the author whose settings you would like to change and click the
"Edit User" button.

) © D gl oomsclod x  + - o 1%
< C @ & nhips//odmscloud-stg. ions.net/user a ©/¢, M = - 0

Edit User

User Information
Name  SP-LeAuberd
Eral odme douRtesdadd:dvid @gmail com

thor | Tanseriponist ) Nane

Change the settings on the pop-up screen that appears and click the "Edit User" button to
confirm the changes.

The contents of each setting are as follows.

Label Description

Author ID This ID is essential for the dictation workflow. Setting is required if Role is set
to author.

Encryption Specifies whether to encrypt the dictation file. The information and password

you set will be automatically transferred to the device connected via USB.

*If you check Encryption, you will be required to enter a password.

Prompt Specify whether to display the Worktype ID selection screen when the user

starts the dictation device.
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(If only one Worktype ID is registered, the selection screen will not be

displayed)

Auto Assign This function automatically assigns licenses in the License inventory when the
assigned license expires. The default is ON.
*It is strongly recommended that Auto Assign is enabled.

Notification In the dictation workflow, set whether to perform notifications when

transcription is completed. The default is ON.

Email verified

Displays whether user verification has been performed according to the
verification email that is automatically sent to the registered email address
during user registration. If it is not checked, user verification has not been

completed and therefore the user will not be able to log in to ODMS Cloud.

5.2.2 Changing Transcriptionist settings.

Move the mouse pointer over the Transcriptionist whose settings you would like to change and
click the "Edit User" button.

” @ O B obMscloud

+ = (m] X

G ] %)  https;//odmscloud-stg.om-digitalsolutions.net/user

Edit User
User Information
Name  PleAutherd
sl odmeicouties a3 com

Autnor  Transciprorist (N

Ao e
Auther 1D | JP_LEAUTHERY

Eneryglion

Pramat

Change the settings on the pop-up screen that appears and click the "Edit User" button to

confirm the changes.

The contents of each setting are as follows.
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Label

Description

Auto Assign This function automatically assigns licenses in the License inventory when the
assigned license expires. The default is ON.
*It is strongly recommended that Auto Assign is enabled.

Notification In the dictation workflow, set whether to notify by email when a transcription

task is received. The default is ON.

Email verified

Displays whether user verification has been performed according to the
verification email that is automatically sent to the registered email address
during user registration. If it is not checked, user verification has not been

completed and therefore the user will not be able to log in to ODMS Cloud.

*For transcriptionist, Author ID, Prompt, and Encryption settings are not displayed.
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5.2.3 Changing Administrator settings.

The role of the Administrator at the time of account registration will be assigned as None. If the
Administrator is not an author or a transcriptionist, please leave the Role setting as None.
Licenses are not required for an Administrator. In case an author or a transcriptionist needs to

serve as an Administrator, please change the role and configure the necessary items.

¢ @ DO & oomscloud x4 = ] x

<« C ) [ httpsy//odmscloud-stg.om-digitalsolutions.net/user a @ % (i} @8 g

Edit User

User Information
Mome 0P LeAdmind
Email  odms icous2iestdaddsdvii@gmal com

Muthor ) Transcriptionist @ None
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5.2.4 User Search Function.

You can search for users within your account.

4] ©® O &l oomsdoud x  + _ - ><
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- The search target is the username.
- The search is a fuzzy search.

Enter search terms and press the "Search" button.

Expiration Remaining Aurto it Email
|

To clear the search results, leave the search field blank and press the Search button.

“5\ Search

Expiration Remaining — Email
boz ]

5.2.5 Changing User Role.

You can only change a user's role if the following conditions are met.

- The user does not have a license assigned.
- The user is not registered under a routing rule.
- Dictation files recorded by the user do not exist in the cloud. (For Authors)

- Transcription tasks assigned to the user do not exist in the cloud. (For Transcriptionists)
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53 Assign, Unassign Licenses.

By assigning a license to each user, you can use all the functions of the ODMS Cloud. You can
also use the trial license that is given to you when you register for an initial account. (To assign a

license, you must register users as an author or transcriptionist in advance)

| Assign License

| Unassign License

5.3.1 Assign Licenses.

1. Select the [User] tab.

4] ©® O B oomscioud x |+ = o X
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2. Mouse over the user to whom you want to assign a license and click the [Assign License]
button.

) ©® DO & oomsouw x 4+ = o X

&< C @ ) hiips//odmscloud-stg.om-digitalsolutions.net/user a A Ty hm o= -

OMSYSTEM

Account Dictations Subscription User Workflow Support @JP_LeAdming [+ s

s sion | Hame Emai ‘Q Search ‘

Author ID Encryption | Prompt | coe Licansa Type
JP-LeAuther3  Authar JP_LEAUTHER2 - odms1cloudZtest3add+dviz@gmai.com  NORMAL License Assigned  2026/217 385
JP-Lefutherd  Authar JP_LEAUTHERS - odms1cloud2iest3add+dvi4@gmai.com  SPEECH_RECOGMITION  License Assigned 20207217 385 =

- test G odms1coud2iest3add+dviT@gmai.com - No License . .

Delete User

JPleTypes  Transerptionist - - - cdmsTcloud2test3add+dvis@gmal.com  NORMAL LicenseAssigned  2026/217 365 = |
JP_LeAdmind  Naone - - - - odms1cioudZtest3add+dvil @gmai.com - No License - - |
4 »

Users who have not been assigned a license will have "No License” displayed in the Status
column.

3. Display the available licenses in the pull-down list under Available License and select the
license to allocate.

) ©® DO & oomsouw x 4+ = o X

&< C @ ) hiips//odmscloud-stg.om-digitalsolutions.net/user a A Ty hm o= -

Assign License

Email  odmsicioud2test3add+dvi7@gmail com
Name JP-LeType?
AuthoriD -
Status License Not Assigned
Cument License -

Expiration Date -

License Information

Available License | - Select License —

Standard - One year
Standard - One year
Standard - One year
Trial - 2025/3/19 (30)
Trial - 2025/3/19 (30)
Trial - 2025/3/19 (30)
Trial - 2025/3/19 (30)

Trial - 2025/3/19 (30)
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About license
- Speech Recognition License: In addition to the standard workflow, you can also use the
speech recognition workflow. This license can only be used by Authors.
- Speech Recognition Upgrade License: This is a license to upgrade a Standard License to a
Speech Recognition License. You can only upgrade if you have more than 90 days remaining on your
Standard License.
- Standard License: This license allows you to use the standard dictation workflow.
- Trial License: This license is automatically issued when you create an account and is valid
for 30 days from the date the account was created. You can also try the speech recognition
workflow with this license.

*Licenses that have been assigned to a user once have an expiration date set.
4. Click the [OK] button to complete the assignment.
*If you perform a license assignment operation to a user who has already been assigned a
license, the license that has been used up until now will be unassigned to "Licenses available for

reuse" without having its expiration date unchanged and the selected license will be newly
assigned to the user.

5.3.2 Unassign License.

1. Select the [User] tab.
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2. Mouse over the user to whom you would like to unassign a license and click the [Unassign

License] button.

¢ © O [ oomsdoud x SIS - =} X
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Account Dictations Subscription User Workflow Support JP_LeAdming [+ Sign out
&* Add User | | X User Bulk Registration Name. Email @, search
Author ID Encryption | Promgt (T;mu’:" License Type
JP-LeAutherd  Author JP_LEAUTHERZ . odms lcloud2iest3add+dvid@gmai.com  NORMAL License Assigned 20262117 365
JP-Lefutherd  Author JP_LEAUTHERS - odmsicloudZtest3add+dvi4@gmai.com SPEECH_RECOGNITION License Assigned  2026/2117 365
JP-LeType? test G odms lcloud2iest3add+dvi7 @gmail.com  TRIAL License Assigned  2025/2110 30
£t User | Assign Lice
JP-LeType8 Transeripfionist - - - odmsicloudtestladd+dvid@gmai.com  NORMAL License Assigned 2028217 385
JP_LeAdmind  None - - - - odmscloudZtest3add+dvti@gmai.com |

4 »

3. Click the OK button, when success is displayed, the unassigning of the license is complete.

¢ © O [ oomsdoud x SIS - =} X

<« O Q E] https://odmscloud-stg.om-digitalsolutions.net/user

OM SYSTEM dmscloud.stg.om.digitalsolutions net O

Do you want to perform the operation?

Account Dictations Subst JP_LeAdmind [ Sign out
User Kl - IS
&* Add User | | X User Bulk Registration Name. Email @, search

Author ID Encryption | Promgt g?{'\'; License Type
JP-Lefutherd  Author JP_LEAUTHERS - odmscloud2iestizddrdvid@gmai com  NORMAL License Assigned  2028/217 385
JP-Lefutherd  Author JP_LEAUTHERS - odmsicloudZtest3add+dvi4@gmai.com SPEECH_RECOGNITION License Assigned  2026/2117 365
JP-LeType? Transeripfionist - - - test G odmsicloudtestiadd+dvi7@gmai.com  TRIAL License Assigned  2026/210 30

JP-LeType8 Transeripfionist - - - odmsicloudtestladd+dvid@gmai.com  NORMAL License Assigned 2028217 385
JP_LeAdmind  None - - - - odmscloudZtest3add+dvti@gmai.com |
4 »

*The canceled license will become “"Number of licenses available for reuse” and will be added to

the “License inventory”.
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54 Delete Users.

User information registered in the ODMS Cloud can be deleted by the customer. However, if a

user is assigned with a valid license, it cannot be deleted. To delete a user, please unassign the

license first. Additionally, users cannot be deleted in the following cases. Please complete the

assigned tasks before deleting the user.

Common
- If a license is assigned to the user to be deleted.

- If the user to be deleted is set as an administrator.

For Author

- If a routing rule in which the user to be deleted is registered remains.
- If a Dictation File recorded by the user to be deleted remains in the Workflow (including
Finished/Backup).

For Transcriptionist

- If a routing rule in which the user to be deleted is registered remains.

- If a routing rule remains that contains the Transcription Group to which the user to be
deleted belongs.

- If the user to be deleted is currently transcribing a Dictation File.

1. Select the [User] tab.

4] @ O K ooMsdoud X + - o X
~ O m %) httpsy//odmscloud-stg.om-digitalsolutions.net/user a A & M = - 'rh
OM SYSTEM

Account Dictations Subscription m Workflow Support JP_LeAdmind [

User

JP-Lefutherd  Author JP_LEAUTHERS odms feloud2testiadd+avi@gmalcom  NORMAL License Assigned 20262117 385 |

JPLeAuthers  Author JP_LEAUTHERA odms oloud2testiadd+cvié@gmatcom  SPEECH_RECOGNITION License Assigned 2028217 305

JP-LeType?  Transerpfionist - - - test G cdmsTeloud2testiadd+ivi7@gmai.com  TRIAL License Assigned 20262119 30

JP.leTypsd  Transeripfionist - - - odms1cloud2testadd-ravid@gmai.com  NORMAL License Assigned  2028/2117 385 |

JP_LeAdmind  None - - - odms1cloud2iestiadd+avii@gmai.com - No License - - |

4 13
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2. Mouse over the user to whom you would like to delete and click the [Delete User] button.

¢ © O [ opMscioud x 4 - o X
> tpsy// - - / [ 5 o
< G ] (£ https://odmscloud-stg.om-digitalsolutions.net/user =2 i [ui] o= ',b
Account Dictations Subscription User Workflow Support JP_LeAdmind [
&* pdd User | | & User Bulk Registration B, Search
JP-Lefutherd  Authar JP_LEAUTHERZ cdmseloud2testdadedvid@gmaicom  NORMAL License Assigned 20262117 365
JP-Lefuthers  Authar JP_LEAUTHER4 - cdmscloudZiestiadd+dvid@gmai.com  SPEECH_RECOGNITION  License Assigned 2028217 365 |
JP.LeType?  Transerptionist - - - test G odmscloudestisddraviT@gmaieom  TRIAL Licenss Assigned 2025318 30 |
JP-LeTyped  Transcrptionist - - - cdmscloudZtestdadddvis@gmai.com  NORMAL License Assigned 20262117 365 |
JP_LeAdmind  Nane - - - - odmsTcloudZtestiadd+dvii@gmal.com - {0 License - - |
4 4

3. Click the OK button, when success is displayed, the deletion is complete.
¢ © O [ opMscioud x 4 - o X

“~ (@] ) 1 httpsy//odmscloud-stg.om-digitalsolutions.net/user QA Y [ui] @8 O ]

OM SYSTEM tg.om.digitalsolutions.net DR

Do you want to perform the operation?
Account Dictations Subst JP_LeAdmind [

User Kl - I
&* pdd User | | & User Bulk Registration B, Search
3 , Transeriptionist — Fen\;mmg Auto

m Ereypon | Fremet Cp = i - =D

JP-Lefuther  Author JP_LEAUTHERZ - odms1cloudZtestIadd+dvi3@gmai.com  NORMAL License Assigned 202682117 285

JP-LeAuthers  Author JP_LEAUTHER4 - odmsicloudZtest3add+dvi4@gmaid.com SPEECH_RECOGNITION License Assigned 2026217 365 |

JP-LeTypa? Transcriptionist - - - tast G odmsicloudXestladd+dviT@gmail.com  TRIAL License Assigned ~ 2025/3M1€ 30 |

JP-LeTyped Transcriptionist - - - odmsicloudZtestIadd+dvid@gmai.com  NORMAL License Assigned 20262117 365 |

JP_LeAdmind  Nane - - - - odmsTcloudZtestiadd+dvii@gmal.com - {0 License - - |

4 »

[Conditions for deletion]
A valid license is not assigned to the user to be deleted.
When deleting an author, all tasks uploaded by that author must be removed.
When deleting a transcriptionist, routing rules must not be assigned to that transcriptionist.
If a routing rule is assigned to the Transcriptionist Group to which the user belongs, delete
the user to be deleted from the Transcriptionist Group.

The user you would like to delete is not the Administrator.
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55 User registration via CSV File.

You can register multiple users at once by filling out the required information in a CSV file and

importing it into the ODSM Cloud.

_I Download sample file

_] Set user information
I Import CSV file

5.5.1 Download sample file.

1. Select the [User] tab and press the [User Bulk Registration] button.

) © O [ opMsdoud x |+ -
< C M

OM SYSTEM

Account

(%] hitps;//odmscloud-stg.om-digitalsolutions.net/user a A Ty M =

Dictations

Subscription m Workflow

Support
User

&* Add User 21 Bulk Reg
R croryption | Frampt | TENSCAptionist — Expiration
or nyption | Prompt | 70 oense Type =L

NORMAL 2028217 385

JP-LeAuther  Author JP_LEAUTHERS sdmscloud2testiadd+evid@gmai com License Assigned

JP-LeAutherd  Author JP_LEAUTHERS cdmsicloud2testiadd+ovid@gmal com  SPEECH_RECOGNITION  License Assigned  2028/2/17 385
JP-LeType?  Transeripfionist - test & odmscloud2testiadd+oviT@gmai com  TRIAL License Assigned  2025/3118 30
JP-LeTyped  Transeriptionist - cdmsicloud2testiadd+avis@gmai.com  NORMAL License Assigned  2026/217 385

JP_Leadming  None sdmsicioudtestiddtavt @gman com -

4

JP_LeAdming [+

Remaining
Pariod

(] X
o
G, search

2. Press the [Download sample CSV file] button to download the CSV File.

User Bulk Registration X

Gowmioad the samae
the rules below

/= and apply the required information according to

& import CEV file

Input rules
Name > Mapdmum 225 characters
Email Address = Masamurr aracters
= Cannot use an email address that is already in use.
Role  Nome: 0
Author - 1
Transcriphionist : 2
Author ID = Avalue can be sat in this item only when the "Role’

is “Author”
> Madmum 16 characters.
> Only uppercase alphanumeric characters and *
can be used.
> Cannot use an Autnor ID that is already in use.
Auto Assign

Matification

> A value can be setin this
is "Author”
= alue : 0 or 1 {(1=0N)

Encryption tem only when the "Role

= Avalue can n this item only when the "Role
is “Author” 2nd Eneryption is ON.

> Only 4o 16 letters. numbers, and symbols can be:
entered,

> Avalue can be st in this item only when the "Role’
is “Author”

> Vialue : 0 or 1 (1=0N)

Encryption Password

Erompt

Add User
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5.5.2 Set User information.

Open the template filg, fill in the required information, and save the file. Please refer to "Import

Rules" on the screen for input conditions. Please save it in CSV format (comma delimited).

Example:

name email role |author_id auto_renew notification encryption encryption_password prompt
AU-LeAuther2 odms.cloud.auther2@ 1 AU_LEAUTHERZ 1 1 0 0
AU-LeType2 odms.cloud.type2@gr 2 1 1 0

author_id, encription, encription_password and prompt are required only when the Role is an
Author. It will be blank for other roles.

The maximum number of user information entries that can be set in a CSV file is 100. If you
need to set up more than 100 users, please split the CSV file into multiple entries and import

them.

5.5.3 Import CSV file.

Click “[Import CSV file] Rules” and select the file you created. Once the file is imported, press
the [Add users] button which turns blue. If the import is accepted, a “Registration Received
Notification [U-120]" will be sent to the administrator. At this point, imports have only been

accepted, but not completed.

If the import is successful, "User Bulk Registration Received Completed Notification [U-121]" will
be sent. The time it takes to complete the import will depend on the number of users registered,

so please wait until you receive this email.

If the import fails, “"User Bulk Registration Received Failed Notification [U-122]" will be sent.
Information about the line where the error occurred is included in the email for each reason why
the import failed. Please correct the SCV file and import it again.

Please note that even when the import fails, user registration has been completed for users

which did not have an error. To avoid duplicating users, please create a new CSV file only for

those rows which had an error.
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6 ODMS Cloud Desktop App.

The ODMS Cloud Desktop App is an application software for linking the cloud system and local
PC. The application is required to be installed on the author and transcriptionist PCs. This chapter
describes the ODMS Cloud Desktop App.

6.1 Install and Uninstall

6.2 Operating environment

1 6.3 Explanation of the Screen

6.4 Sign in Startup, Shutdown, and Sign in
6.5 Upload Dictation File

1 6.6 Start and Finish Transcription

1 6.7 Receiving email from the DS-9500 and automatically upload to ODMS Cloud

9

Next Chapter
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61 Install and Uninstall.

The ODMS Cloud Desktop App is an application that is installed and used on the PCs of authors
and transcriptionists. The installation method is different for Windows and Mac PCs. This chapter

explains how to install/uninstall in each PC environment.

| Installation under Windows Environment

| Uninstallation under Windows Environment

| Installation under Mac Environment

| Uninstallation under Mac Environment

| Installation when Microsoft Store is not available (Windows environment)

6.1.1 Installation under Windows Environment.

Jump to the Microsoft Store by clicking the [Desktop Application] button in the [Dictations] tab or
from <OMDS Cloud desktop App>.

1. Jump to the Microsoft Store from the download site. (Click “Jump to Microsoft Store”)
2. Click “install” button.

6.1.2 Uninstallation under Windows Environment.

Uninstall ODMS Cloud Desktop App from [Apps and Features] in the Windows menu.
1. Open [Apps & Features] in the Windows menu.

2. Select ODMSCloudDeskTopApp.

3. Click [Uninstall] to execute.

6.1.3 Installation under Mac Environment.

Get the installer from <OMDS Cloud desktop App>.

6.1.4 Uninstallation under Mac Environment.

1. In Finder, open the ODMS Cloud Desktop App folder in the Application folder.
2. In the ODMS Cloud Desktop App folder, click and run Uninstall.app.

3. Follow the instructions on the uninstaller to complete the uninstallation.
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6.1.5 Installation when Microsoft Store is not available (Windows
environment).

The ODMS Cloud Desktop App can be installed via command line.

1. To install the ODMS Desktop App via command line, use the winget command.
From the Windows menu, open Windows System Tool > Command prompt and enter >winget
/? to check if the command is available. If no error is displayed and usage instructions are

displayed, it is available.

*User.name>Winget /?

2. Enter the following to install the app. >winget install "ODMS Desktop App" --accept-package-

agreements

Note:
- Please make sure your OS version is up to date with Windows Update. If you are using
an older version, you may not be able to call it from the command line.
- For more information about Winget, see below.

https://learn.microsoft.com/en-us/windows/package-manager/winget/install

https://learn.microsoft.com/en-us/windows/package-manager/winget/

- It is also possible to configure the execution of Winget (Package manager) using Group
Policy. (ADMX File).

- Create a winget batch file and set it to register the script.

- For more information, see below.

https://techcommunity.microsoft.com/t5/windows-it-pro-blog/manage-windows-package-

manager-with-group-policy/ba-p/2346322
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62 Operating environment.

The operating environment for ODMS Cloud Desktop App is as follows.

J Windows Environment

1 Mac Environment

6.2.1 Windows Environment.

Item Condition
0s Client Operating System:
Windows 10/ 11
CPU 2GHz or faster
* Single core processor not supported.
Memory 2 GB or more (Windows 10)
4 GB or more (Windows 11)
HDD Space 2 GB or more
(Additional space is required in case .NET framework 4.8 is not installed
yet.)
Network 100 Mbit/s or faster transfer rate, TCP/IP network protocol
.NET Framework .NET framework 4.8
Display 1024 x 768-pixel resolution or higher
65,536 colors or more (16.77 million colors or more recommended)
uUsB One or more USB ports available
Sound A Microsoft WDM- or MME-compliant and Windows-compatible sound device
Virtual Environments Virtualization Software: (Supported on the server operating system)

- Remote Desktop Service (Windows Terminal Service), RemoteApp
- Citrix Virtual Apps and Desktops 7.2402-7.2503

- Omnissa(VMware) Horizon 8.2311 - 8.2503

- Azure Virtual Desktop

Virtual Desktop Operating System:
- Windows 10/ 11
- Windows Server 2019 / 2022 / 2025

Client Operating System:
- Windows 10/ 11

NOTE:

- Using Citrix virtual environments require a separate Citrix user

license.

- Using a Remote Desktop Service or Remote App requires a separate
RDS CAL license.

- Remote connections via Microsoft Store apps are not supported.

- Using VMware View requires a separate VMware View user license.

Supported Languages English, French, German, Spanish

Note: The ODMS Client Virtual Driver is a driver for virtual environments required to use ODMS

Cloud in a virtual environment (Citrix XenApp, Terminal Service).

You can download and use the "ODMS Client Virtual Driver" from the following URL.

URL: https://download.omsystem.com/pages/odms download/odms client virtual driver/en/
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6.2.2 Mac Environment.

Item Condition
0s Client Operating System:
macOS 11, 12, 13, 14, 15 (Intel /M1 chip or later)
macOS 26
CpPU 2GHz or faster
* Single core processor not supported.
Memory 2 GB or more
HDD Space 2 GB or more
Network 100 Mbit/s or faster transfer rate, TCP/IP network protocol
Display 1024 x 768-pixel resolution or higher
65,536 colors or more (16.77 million colors or more recommended)
USB One or more USB ports available
Sound

Standard sound device built into the PC

Virtual Environments

Not Supported

Supported Languages

English, French, German, Spanish
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63 Explanation of the Screen (Standard Workflow) .

When you play a dictation file created in the standard workflow, the Play Bar will be activated.

You can use the foot switch to control playback and transcribe efficiently.

_| Resident Program

_l Play Bar
_l Display Property

_] Setting for Auto Backspace
_| Settings Menu

6.3.1 Resident Program.

After the Desktop App is installed, it will be registered as a resident program. The next time you

%%

start your PC, it will be automatically resident and an icon will be displayed in the task tray.

6.3.2 Play Bar.

When you log in to the ODMS Cloud from a web browser and open the [Dictations] tab, Dictation

Files will be listed. Select a file and click the [Playback] button to launch the Play Bar.

‘a > So0a] O K & @ v [Bes

[Normal Button
Icon Explanation

[ ¥ | Priority button

Displays the priority (High/Normal). Red indicates high priority.

Move to the previous index mark or Verbal Comment end.

4

Rewind the file. Click and hold to increase speed.

«

|l Play/stop button.
Displays stop during playback. Each time the button is clicked, it toggles from stop

Acceleration settings follow Winding Speed in the Settings dialog.

- play - stop.

Fast forward files. Click and hold to increase speed.

»

Acceleration settings follow Winding Speed in the Settings dialog.
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Move to the next index mark or Verbal Comment end.

M

00:41 Playing time display.
The current playback position is displayed in HH:MM:SS (default: MM:SS) format.

- .

Bar and Position slider.

Indicates the current playback position of the file.

The area from the beginning to the current playback position is displayed in blue,

and the verbal comment area is displayed in light green.

A Index mark display

Indicates the insertion position of the index mark.

[Option Button]
Icon Explanation

o)) Volume
Display the slider by clicking the Speaker Icon. Move the slider left or right to

adjust the volume. 0%~100%.

Display the slider by clicking the Metronome Icon. Click the “+" or “-” button to

)

[l‘-"' Speed control

change the playback speed. (50%~100%~200%, in 10% increments).

I & 100% B ‘

Noise cancellation

Display the slider by clicking the Icon. Click “+” or “-” button to set noise

cancellation level. (OFF, 1, 2, 3)

Y & oFr B ‘

.rE. Tone control
= Display the slider by clicking the Icon. Click *+” or “-” button to adjust tone.

(-100~0OFF~+100 in 10% increments)

t@om D
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M

Speaker selection
If multiple speaker devices are connected to your PC, the speaker output will be
switched each time you click the button.

Example: Device->PC->Earphones

()

Channel Separation Control Button
Each click of the button switches the channel between stereo, left, right, and

monaural.

(Top) - ('l'jl)q ((.q o))_}/%\ (Return to top)

v ®

Index insert/delete
If you click the button at a position where no mark is displayed, an index mark will

be inserted. If you click the button at the marked position, it will be deleted.

Show/Hide Properties Button

Show or hide file properties each time you click the button.

* Close Button
Exit Play Bar.
a4 p Option Button Switch

Show or hide the Option button.

Picking Area
Knobs for moving the Play Bar.

[Enlarge/reduce Bar display]

When you move the cursor to the four corners of the Bar, a resizing cursor will appear.

By dragging in this state, you can change the width of the Bar from 50% to 200% (fixed aspect

A

ratio).
50%

il > » . [or7] VK # ¢ Oy B s

100% |

| > » 01171 O K € © v/ [ &
200%

> » o117 O KA & (
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6.3.3 Display Property.

You can check the detailed information of the dictation file by clicking the [Info] button. m

X
v 1. General A
File Name HIRO0009 ds2
File Size 12309KB
Duration
Created
GCompleted 2
File Format ds?
Audio Format 28 kbps. 16 kHz, mono (QF)
OM Digital Solutions
No
Location GC¥Users¥hiroyuki tok iwa¥Docume
v 2. Job Data
Priority Level 7
Priority Normal
Author HIRO
Worktype TESTITEM
v
TSS 50
TBC SS
Comment
v 3. Process Information
Process/Status
Backup Date v

6.3.4 Setting for Auto Backspace.

The Auto Backspace function is useful when you want to go back and play audio that you couldn't
hear. If you stop playback and click the play button again, you can resume playback from the
specified time back.

To set the backward time, right-click (Ctrl+click on Mac) the mouse on the Play Bar to display the

Auto-backspace selection menu.

- Configurable setting: 0.0, 0.3, 0.5, 1.0, 1.0, 3.0, 4.0, or 5.0 seconds
- b
> » 0117 ) K & ©) v/ [0 ol Astotacspce + [[7] o0

0.3 sec

0.5 sec
1.0 sec
2.0 sec
3.0 sec
4.0 sec
5.0 sec
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64 Explanation of the Screen (Speech Recognition
Workflow) .

When playing a task that created a text file using background speech recognition, the Text
Correction Window will be launched instead of the Play Bar. The Text Correction Window has the
function of synchronizing the dictation file with the text file created using background speech
recognition. When playing a dictation file, the word corresponding to the playback position is

highlighted, allowing you to edit the text efficiently.

J Text Correction Window

J Display Property

6.4.1 Text Correction Window.

When you log in to the ODMS Cloud from a web browser and open the [Dictations] tab, a list of Dictation
Files will be displayed. Select a file with a "Speech Recognition" status of "Completed" and press the
[Playback] button to launch the Text Correction Window. The text data created by background speech
recognition is automatically loaded into the Text Correction Window. Also, if the speech data contains verbal
comments, the verbal comments will not be converted into text.

When playing a file, the word corresponding to the playback position is highlighted.

For information on the automatic tag conversion function, see <6.10 Automatic Tag Conversion Function in

Speech Recognition Workflow>.

ogl - DSz QP_1127.052 — ] s

File Edit View Dictation Moice Information
BH®C D K« QNG

our sky is disappearing. Of course, they don't mean that one day we will look up at the sky and it will be gone. What  ~
they are telling us is that certain widely used chemicals are creating a whole and an important part of.

The ozone layer. We now go to Ann Price, reporting live from the Fifth National Environmental Conference at the
College of Pennsylvania.

With me is Professor Strunk, an expert on the ozone layer. Professor Strunk, can you explain what the ozone layer
is? Well, basically, the ozone layer is an invisible layer of gas that exists in the upper atmosphere. Now, it functions to
absorb and block the sun's 's harmful ultraviolet rays so the ozone layer is like giant giant pair of sunglasses yes like
sunglasses or better yet it is like natural natural sun tan lotion that protects the earth from the harmful effects of the
sun 's ultraviolet rays now without its protection life as we know it would not be able to exist and how is the hole being
created in the ozone layer well it's not exactly a hole it's it's rather a thinning of the ozone layer that is being caused
by the chemical reaction of the chlorine in a group of chemicals known as chlorofluorocarbons so what is the direct
effect this hole is having on all of us the most direct effect that we have noticed is an increase in skin cancer since
the ozone layer is thinner more ultraviolet rays are getting through to the atmosphere so when a person is out in the
sun he's exposed to much higher levels of ultraviolet rays than thirty years ago these ultraviolet rays are what cause
skin cancer good evening karl marx once said that capitalism would produce the rope with which it would hang itself
even though recent history has proven him wrong if we look at the trash problem in the united states today we can
see that he was at least partly right our society is constantly producing new products to make our lives easier but our
comfortable materialistic lifestyle has a big side effect it creates a lot of trash in fact it has been creating so much
trash that many experts fear that unless we do something about it soon we might end up buried mountain a mountain
of our own trash reporting live from the philadelphia municipal landfill is our correspondent charles doe here standing
am standing atop @ mountain of human trash with professor james an expert environment. the environment
professor james can you tell us where this trash problem comes from fundamentally the problem we are facing is a
cultural one united states is that country that is obsessed with time and everything that saves time is perceived As
good as a result we have created a society in which almost everything is disposable we have disposable paper
plates disposable diapers and i've even heard of disposable underwear and though these products save our society «

Playing
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[File Information Button]

ol O _ ISR 0
B

A Copy to Clipboard Button
Copy to Clip board.

Save Button

Save the text.

Print Button

Print the text you have created.

Displays a print preview.

Info Button

H
Pty
=r
EL Print Preview Button

Displays file information.

[Text Edit Button]
¢ ¥XBE H
I

Undo Button

Go back one process.

Redo Button

N

Proceed with one process.

Cut Button

XK

Cut the selection.

- Copy Button
= Copy the selection.
Paste Button

1]k

Paste the selection.

Find Button

Searches for the specified character.
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[Playback Control Button]

P M «w» QY & S

P‘ Play/Stop Button
Plays/stops the audio.

Home Button

i

Returns the playback position to the beginning.

Rewind Button

<<
Moves the cursor back one word. During playback, the highlight at the playback
position also moves.
Forward Button
>

Move the cursor forward by one word. During playback, the highlight at the

playback position also moves.

End Button
Move the playback position to the end.

Volume Button

Change the volume.

) J ]

ﬁ’; Speed Button
Change the playback speed.

-

I & 100% B ]

(g} Tone Button
Change the tone.

¢ Qo D |

] Select Speaker

Change the audio output destination (every time you press the button).
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[Text decoration Button]

Arial

-

9

-B I UEI=ZE==R

Font Type
Arial
Sets the font.
Font Size
9

Specify the font size.

Bold Button
Specify On/Off in bold.

Italic Button

Specifies whether italics are on or off.

IC | =~ | oo

Underline Button

Specifies whether the underline is on or off.

Align Left Button

Aligns the current row or multiple selected rows to the left.

Center Button

Centers the current row or multiple selected rows.

Align right Button

Aligns the current line or multiple selected lines to the right.

- -_—
- -
- -_—

Bullets Button
Set up the bullets.

£

Font Color Button

Sets the text color.

Color b
Basic colors:
|_Amieh el b
HrTNENEN N
ENEEENNEN
EiEEEENEN
EEEEEENN
AEEEET N
Custom colors:

CC i i
Crrrrrororr
Define Custom Colors >

Cancel
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6.4.2 Display Property.

You can check the detailed information of the dictation file by clicking the [Info] button. m

X
v 1. General "
File Name HIRO0009 ds2
File 12309KB
Duration 00:59:18
Created 20
GCompleted 2
File Format ds?
Audio Format 28 kbps. 16 kHz, mono (QF)
DSS License OM Diaital Solutions
Encrypted No
Location GC¥Users¥hiroyuki tok iwa¥Docume
v 2. Job Data
Priority Level 7
Priority Normal
Author HIRO
Worktype TESTITEM
v
TSS 50
TBC SS
Comment
v 3. Process Information
Process/Status [E] Finished
Ip ( 2023/08/07 15:23
v
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65 Sound Settings Menu.

This chapter explains how to set up the menu for the Desktop App.

_| Starting the Settings Menu

| General
I Play Bar
| E-mail

_| Speech Recognition

| Text Correction

| Pedal Customize

| Notification

6.5.1 Starting the Settings Menu.

Right-click the ODMS Cloud icon in the task tray to display the menu.

’-Lelype2
Upload to Cloud...

Automatic E-mail receipt

Manual E-mail receipt

Legal Notices

Version

Exit

10:37

> 7D A oo

&
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6.5.2 General.

Settings X

B Data Folder
wm Play Bar
(4 E-mail C\Usersthiroaki. miura\Documents\ODMS Deskiop App!
=/ Speech Recognition
< Tex Correction

lazs Pedal Customize
(>4 Mofification

Update My Dictations listview

] After exiting Play Bar, open a new list view.

Job Data Settings

[ Prompt for data every time a file is uploaded before.

oK Cancel

Data folder:
This is the save destination for files downloaded from the recorder. The Dictation File will be
downloaded to this folder once, and after the download is complete, the file will be
uploaded to ODMS Cloud.

Update My Dictation list view:
Set whether to open a new tab on the ODMS Cloud web screen when you finish
transcription and close the Play Bar. The web screen cannot be updated automatically, so

you will need to open a new tab to update the information. If you do not want to open a

new tab, uncheck it and click the G Browser refresh button.

Job Data Settings:
Specifies whether to display the JOB Data setting screen when downloading from the
recorder. If checked, the following screen will be displayed for each file, allowing you to edit
the JOB Data.
For details about Edit Job Data, please refer to <6.7.5 Download Option (Edit Job Data)>.
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6.5.3 Play Bar.

Settings X

i= General Auto-backspace
o [MEVESETY
() E-mail 0.0 3 Second(s)
=' Speech Recognition
# ;E’: ?:D”E:““” Play Bar Position
[k Pedal Customize
= %
4 Notification Always on top of Play Bar
Winding speed
Speed
+
¥
Bl
03 3 15 &0
-+ Second
Support playback audio during cuelreview
Length/Remaining time indication
(O Display Length
@ Display remaining time

OK Cancel

Auto-backspace:
Set the time to return with Auto-backspace. This determines how far playback rewinds
when Auto-backspace is used. The same setting also applies to the Text Correction

Window.

Play Bar Position:
Set this option if you would like to display the Play Bar at the forefront of the screen. (Only
works when playing with Play Bar)

Winding speed:
Set Cue/Rewind. ODMS Cloud Desktop App's Cue/Rewind function is useful when you want
to quickly find the desired audio by repeatedly playing - jumping - playing. For long files, it
is designed to accelerate over a certain period. The playback and jump settings can be
adjusted to suit your preferences. To change settings, click the 1, |, —, and - buttons.
- Specify the jump time on the vertical axis of the settings screen. In the example below,
the jump is initially set to 2 seconds.
- In the example below, the Cue/Rewind will jump 2 seconds 3 seconds after the start,
and jump 4 seconds after the 3rd second. After the 8th second, there is an 8 second

jump, and from the 16th second onwards, it is a 32 second jump.

If you do not need playback audio during Cue/Rewind, uncheck the "Support Playback

audio during Cue/rewind" checkbox.

Length/Remaining time indication:
Set to show the information displayed in the playback time display chapter on the Play Bar
is "file length" or "remaining time".
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6.5.4 E-mail.

Settings

i= General
o Play Bar Selectthe E-mail Profile
=B

=/ Speech Recognition

 Text Correction Default profile v
lazs Pedal Customize
(>4 Mofification LA

E-mail

Receive Interval

oK Cancel

E-mail:

Configure the settings to receive emails sent from the DS-9500. The settings vary

depending on the type of email you use, so please refer to the email account information
for details.

Receiving Interval:

Set the interval for automatic e-mail reception.
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6.5.5 Speech Recognition.

Settings X

i= General
wm Play Bar Output Language
(=) E-mail
= Language English (United States) v
 Text Correction
s Pedal Customize
() Motification

oK Cancel

Language:
Select the language for speech recognition. The language selected when signing in is selected by
default.
- English (United Kingdom)
- English (United States)
- English (Australia)
+ Deutsch
- Frangais

- Espafiol

6.5.6 Text Correction.

Settings X

= General
wm Play Bar Initializing TCW

(= E-mail [ Specify default font when initializing TCW.
=' Speech Recognition

i g
s Pedal Customize
(4 Notification

Finishing

[ Export with the following document

Plain Text(™.bd]

oK Cancel
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Initializing TCW:

Specifies the default font and font size to use in the Text Correction Window.

Finishing:
Specifies the text data output format when finished.
- Plain Text (*.txt)
- Rich txt (*.rtf)
- MS Word (*.doc)
- MS Word (*.docx)

*For doc and docx, this is only available when Microsoft Word is installed on your PC.

6.5.7 Pedal Customize.

(only for Transcriptionists)

Settings x

i= General Pedal Customize

wm Play Bar
0 E-mail Foot Switch RS31N/21H v

=' Speech Recognition
 Texd Correction

[¥™ Pedal Customize

(4 Notification

TOP: FF v
LEFT: REW v
RIGHT: PLAY/STOP v

CENTER: DISABLE ~

oK Cancel

Pedal Customize:
Set the operation of the connected foot switch. Select a model and set the behavior of

each button.
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6.5.8 Notification.

(only for Transcriptionists)

Settings X

i= General
mm Play Bar
(=) E-mail Enable pop-up notification
=' Speech Recognition
2 Text Correction

¢ Pedal Customize

] Motification

Notification

[ Close the nofification window automatically e

Enable sound nofification

oK Cancel

Enable pop-up notification:
You can enable/disable notifications when new Dictation tasks occur.
- Close the notification automatically: Notifications can be automatically cleared after a
specified time.
- Enable sound notification: Controls the notification sound when receiving notifications

such as new dictation task notifications. If you do not need a sound, please uncheck it.
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66 Startup, Shutdown, and Sign in.

This chapter explains how to start and close the Desktop App, and how to sign in to the ODMS
Cloud.

| Start Desktop App

1 Sign in Operation

| Shutdown Desktop App

6.6.1 Start Desktop App.

When you install the Desktop App on your PC, it will be registered as a startup program, so it will
automatically start when you start your PC. If you manually close the Desktop App, select
"ODMSCloudDesktopApp" from the start menu to start it. You can check whether the Desktop
L3

App is running by checking the presence or absence of the icon in the task tray.

6.6.2 Sign in Operation.

If 18 hours has passed since the last Sign in operation to the ODMS Cloud, the Sign in screen will
be displayed when starting the Desktop App. Please sign in using your registered e-mail address
and password.

o

You can check whether you are signed in to the ODMS Cloud by right clicking the icon in the

task tray to display the menu. If “Sign in” is inactive and cannot be selected, it means that you
are signed in to ODMS Cloud.

Upload to Cloud...

Automatic E-mail receipt
vlanual E-mail receipt
Settings
Legal Notices 3

Version

Exit
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6.6.3 Shutdown Desktop App.

You can exit the Desktop App by right clicking the task tray icon to display the menu and clicking
"Exit".

Sign in
Upload te Cloud...

Automatic E

Legal Notices 3

Version

Exit

Chapter top
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67 Upload Dictation File.

This chapter explains how to upload dictation files to the ODMS Cloud using the Desktop App.

| Upload Dictation File

| Backup of Dictation Files
1 Add Index Mark

1| Manual Upload of Dictation Files

6.7.1 Upload Dictation File.

When you connect a compatible dictation device to a PC with the Desktop App running and the
icon displayed in the task tray, the dictation file in the dictation device will be automatically

downloaded to the PC. Once the download is complete, it will proceed to upload the files to the
ODMS Cloud. At this time, the files in the recorder will be automatically deleted, but the

downloaded files will be saved as a backup on the PC.

*Whether you download or back up from the connected device depends on the conditions. For

details, see <3.4 Upload Dictation File>.

6.7.2 Backup of Dictation Files.

The dictation file downloaded from recorder is temporarily saved on the PC. For the save location

of the file, refer to <6.5.2 General>.
Backup files are saved in a folder created for each file download date in the "Backup" folder.

The backed-up dictation file will be automatically deleted 90 days after file download.

6.7.3 Add Index Mark.

After uploading the dictation file to the ODMS Cloud, it is still possible to add Index Marks. Sign
in to the ODMS Cloud, select the dictation file from the [Dictations] tab, and click the "Playback"
button. For details on adding Index Mark, see <3.10 Add Index Mark>.
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6.7.4 Manual Upload of Dictation Files.
If you wish to manually upload a dictation file saved on your PC to the ODMS Cloud, right-click

the task tray € jconto display the menu and select “"Upload to Cloud”. The file selection screen

will be displayed, select the file. File types that can be manually uploaded are ds2, dss, wav, and
MP3.

Sian in
aign in

Upload to Cloud...
Automatic E-mail receipt

vianual E-mail receipt
Settings

Legal Notices 3

Version

Exit

6.7.5 Download Option (Edit Job Data).

You can modify the properties of an audio file when you download it from the Dictation device to
your PC. For settings related to Edit Job Data, see <6.5 Sound Settings menu>.

- File Name: You can change the file name.

- Author ID: Only the Author ID set in the Dictation File or the Author ID of the user who is
signed in can be selected.

- Worktype ID: Only the Worktype ID set in the Dictation File or the Worktype set for each
Author by the administrator can be selected.

- Option Item: You can change the value of an Option Item.

» Comment: You can add comments.

- Priority: You can change the priority.

| Edit Job Data X
| File Name AUTHO083 DS2
| Author D AUTHO001 ~|[

Worktype ID I

Option item Label Value

Comment

() High Priarity
OK Cancel

Chapter top
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68 Start and Finish Transcription.

This chapter explains the transcribing of dictation file using the Desktop App.

| Start Transcription

| Finish Transcription

6.8.1 Start Transcription.

Sign in to the ODMS Cloud, select the dictation file from the [Dictations] tab, and click the
"Playback" button. The file will be downloaded, and the Desktop App will start. For detailed

information on Transcription, please refer to <3.6 Checking out Dictation File>.

6.8.2 Finish Transcription.

When the transcription is finished, change the status to finish the work. For detailed instructions

on completing transcription, please refer to <3.9 Finish transcription and notification>.

160/214



6.9 Receiving file(s) via email from the DS-9500 and
automatically uploading them to the ODMS Cloud.

This chapter explains how to receive Dictation Files attached to emails sent from the DS-9500
and upload them to ODMS Cloud.
By setting up email reception within the Desktop App, reception and updates can be done in the

background automatically. This function is available when the Role is set as a Transcriptionist.

"] Supported Email Formats

"] Email reception settings in Desktop App

"] Switching email reception behavior

6.9.1 Supported Email Formats.

The supported email receiving formats are as follows.

- POP3/SMTP
- IMAP/SMTP
- Office Outlook (Exchange)

» Gmail *1
* Yahoo! Mail *1

» Outlook.com

*1: An App Password that supports two-factor authentication is required for each email

account. For details, please refer to the explanation for each email account.

6.9.2 Email reception settings in Desktop App.

Right-click on the ODMS Cloud Desktop App icon in the task tray to display the menu and select
“Settings”.

Sign in
Upload to Cloud...
Automatic E-mail receipt

Manual E-mail receipt

[Settings... ]
Legal Notices »
Version
Exit

9:34
= z ) A 2024/07/19 E20
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Select email and click the [Add] button.

Settings x

i= General E-mail
Blay Bar

Selectthe E-mail Profile

ail

=

lomize
(24 Notification Default profile ~

Receive Interval

OK Cancel

Please select the type that matches the email you're using. Setting details vary depending on the

email account, so please follow the instructions for each account.

E-mail Settings ? X

Select appropriate E-mail you are using now and push the [Next] button

@ Internet E-mail [POP3/SMTP]
Configure ODMS to connect only to E-mail Servers using Internet standards for E-mail delivery (POP3, SMTP).

O ImapP
Configure ODMS to connect only to IMAP E-mail Servers.

() Microsoft Qutlook
If Outlook 2016 2019 2021 or Office 365 is installed and is set as the default mail client, please select this option.

(C) Web based mail
If you are using popular web based mail (Gmail/Outlook com/Outlook Web Apprfahoo mail), and itis set as the default
mail client, please selectthis option.

Mext Cancel

162/214



Once the email settings are complete, select "Default profile" from the list and "Receive Interval"
will become active. Set the interval for automatically receiving emails.

Finally, click the [Apply] button to complete the settings.

Settings X
i= General E-mail
o T er Selectthe E-mail Profile
(=) E-mai
a3 Pedal Customize
(24! Notification [ Default profile test [POP3/SMTP] ~ ]
Modify. Add. Remove

Receive Interval
Automatic E-mail receipt of files
Check every: |10 % minutes

OK Cancel Apply

6.9.1 Switchim__:j email reception behavior.

You can choose from the following two options for receiving emails:

Sign in
Upload to Cloud...

Automatic E-mail receipt

Manual E-mail receipt
Settings...

Legal Motices 3

Version

Exit

- Automatic E-mail receipt

It automatically checks the mail server at set intervals, and if there is an email sent from

the DS-9500, it automatically downloads the dictation file, then uploads it to the ODMS
Cloud.

- Manual E-mail receipt

The mail server will be checked when you click *“Manual E-mail receipt”.
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61 0 Automatic tag conversion function in speech
recognition workflow.

The ODMS Cloud speech recognition workflow has a function that allows you to write out various
information embedded in a dictation file to a specified position by writing specified tag
information in a template file created in .rft format. This chapter explains the tag conversion
function.

| Template files available for tag conversion

| Supported tag information

6.10.1 Template files available for tag conversion.

To use the tag conversion function, you must prepare a template file in advance and write the
specified tag information in it. The template file must be in .rtf format.
By registering the created .rtf file as a task template file in the ODMS Cloud, the following tag

conversion process will be performed on text data generated by background speech recognition.

Template File: Open the speech recognition result in the Text

Correction Window:

CFILE_MAME]] Test_Dictat ion.ds?|

CAUTHOR_ID] TEST_AUTHOR

CWORKTYPE_ID] CASE 1D 0001

[DOWNLOADED_DATE_TIME] 2025/6/1

[TRAMSCRIPTION_FINISH_DATE_TIME] 2025/6/3

TP mm) Do A i ke,

maragement . and |icense manazement to be centrally
maraged on the Cloud Server. To use the ODMS Cloud,
authors and transcrietionists will access the Cloud
Server from the desktop application installed on their
client FCs. By using the mobile app for smartphores,
authors can dictate and upload dictations from their
smartphone directly to the OOMS Cloud.
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6.10.2 Supported tag information.

The tags supported by the tag conversion function are listed below.

Tags are only supported in English.

Category

Tag Name

Information to be output at tag position

File Info

[FILE_NAME]

Replace with the file name

[AUTHOR_ID]

Replace with the Author ID set in the file

[WORKTYPE_ID]

Replace with the WORKTYPE ID if registered

[COMMENT] Replace with a Comment if registered
[PRIORITY] Replace with the Priority set in the file
Duration & DateTime [DURATION] Replace with the recording time

[CREATED_DATE_TIME]

Replace with the file creation date and time

[DOWNLOADED_DATE_TIME]

Replace with the date and time the file was
uploaded to ODMS Cloud

Option Items

[OPTION_ITEM_NAME_1]
[OPTION_ITEM_VALUE_1]

Replace with optional item information if
registered

[OPTION_ITEM_NAME_2]
[OPTION_ITEM_VALUE_2]

[OPTION_ITEM_NAME_3]
[OPTION_ITEM_VALUE_3]

[OPTION_ITEM_NAME_4]
[OPTION_ITEM_VALUE_ 4]

[OPTION_ITEM_NAME_5]
[OPTION_ITEM_VALUE_5]

[OPTION_ITEM_NAME_6]
[OPTION_ITEM_VALUE_6]

[OPTION_ITEM_NAME_7]
[OPTION_ITEM_VALUE_7]

[OPTION_ITEM_NAME_8]
[OPTION_ITEM_VALUE_8]

[OPTION_ITEM_NAME_9]
[OPTION_ITEM_VALUE_9]

[OPTION_ITEM_NAME_10]
[OPTION_ITEM_VALUE_10]

VR Start Position

[VR_START_POSITION]
[SR_START_POSITION]]

Replace with speech recognition results from this
position

Transcriptionist Info

[TRANSCRIPTION_START_DATE_TIME]

Replace with transcription start date and time

[TRANSCRIPTION_FINISH_DATE_TIME]

Replace with transcription completion date and
time
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61 1 Changing Author ID from Desktop App.
In ODMS Cloud, if the Author ID registered in the connected recorder is different from the ID of
the Author logged in to ODMS Cloud, it is possible to rewrite it to the ID of that Author. This

chapter explains the flow of rewriting the Author ID.

| Conditions for rewriting Author ID

1 Changing the Author ID of recorded files

6.11.1 Conditions for rewriting Author ID.

When the recorder is connected via USB to a PC where an Author is logged in to ODMS Cloud,
and if the Author ID set on the recorder does not match the Author ID of the logged-in user (e.g.
default Author ID = DS9100), a dialog will appear asking whether to change the Author ID on
the recorder to the Author ID of the logged-in user.

If you select "OK", the Author ID on the recorder will be changed, and then the Author ID of the

recorded dictation files on the recorder will be checked one by one <6.11.2 Changing the Author

ID of recorded files>.

If you select "Cancel", the file upload to OMDS Cloud will be canceled. If the logged-in Author

and the Author using the recorder are different, select "Cancel".

6.11.2 Changing the Author ID of recorded files.

If the Author ID of the dictation files that have already been recorded does not match the Author
ID registered in ODMS Cloud, they must be rewritten one by one using the Edit Job Data
function. If you select "OK" as explained in section <6.11.1 Conditions for rewriting Author ID >,

Edit Job Data will start regardless of the Desktop App option setting from <6.5.2 General>. For

details, please refer to <6.7.5 Download Option (Edit Job Data)>.
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61 2 Notes on Author ID for third party voice recorders.

ODMS Cloud uses Author IDs as a mechanism for efficiently running dictation workflows. Even if
you use a recorder made by third party manufacturers with ODMS Cloud, you must set the same
correct Author ID registered in ODMS Cloud to the recorder. However, the setting cannot be done
through our application therefore you must set the Author ID with the application software
provided by the third-party manufacturer. Also, please note that if you create dictations before

setting the Author ID, you will need to manually rewrite the Author ID for each file.

1| Mnually changing Author ID on dictation files created by third party recorders

6.12.1 Manually changing Author ID on dictation files created by third
party recorders.

When an Author is logged in to ODMS Cloud and if a third-party recorder is connected to a PC via
USB, the dictation file will be automatically uploaded to ODMS Cloud. If the Author ID of the
dictation file from the recorder does not match the Author ID of the logged-in user, the Author ID
must be manually rewritten for each file. At this time, Edit Job Data will be launched regardless

of the Desktop App option setting from <6.5.2 General>. For details, see <6.7.5 Download

Options>.
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61 3 Export Dictation File.

This chapter explains how to export dictation files from the ODMS Cloud using the Desktop App.

"] Export Dictation File

6.13.1 Export Dictation File.

Sign in to ODMS Cloud, select a Dictation File from the [Dictations] tab, and click the [Playback]
button. The file will be downloaded, and the Desktop App will be launched. Depending on
whether background speech recognition is enabled, either the Play Bar or the Text Correction
Window will open. Click the [INFO] button to display the file properties.

‘? > oooa] O K i & ©) v ([ .

&, Text Correction Window - JP_LD001_1458_0458.052 = (| b4

File  Edit Wiew Dictation Moice Information

Hal (@ » | «aw o &S
9 -B I U == 9 5] |

Arial -

Click the [Export] button at the upper left of the screen. The file will be exported to the Downloads folder on

your PC.
>

~ 1. General

File Mame Welcomed7_0000 way

File Size GA28KE

Duration 00040

Created 2021507/M

Campleted 2021507/M

File Format way

fudio Format 44.1 kHz, 16 bit, zterea

055 Licensze O Digital Solutions

Encrvpted Mo

Location C¥Uzerz¥ide-makoto¥ AppData¥
w 2. Job Data

Priarity Lewel T

Prior ity Mormal

Suthor &UTHOR_IDE

ok type

Comment
~ 3. Process Information

Diownloaded 20250513 359
Backup Date 2025505513 3:59
Chapter top
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7 ODMS Cloud Mobile App.

The ODMS Cloud Mobile App is an app that allows you to perform dictation using a smartphone
and upload the created dictation to the ODMS Cloud via an internet connection. You can also
check the status of your transcription from the ODMS Cloud Mobile App. This chapter describes
the ODMS Cloud Mobile App.

The explanation in the following chapter uses screens from the iOS version, but the operations
are the same for the Android version.

7.1 Download the App

7.2 Launch and Sign in

1 7.3 Screen configuration

7.4 Dictation using the Moblie App
7.5 File Delete
17.6 File Upload to ODMS Cloud

7.7 Confirm Transcription Status

1 7.8 Change Transcriptionist

9

Next Chapter
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71 Download the app.

Please download the ODMS Cloud Mobile App from the Apple Store or Google Play Store.

J Apple Store

| Play Store

7.1.1 Apple Store.

This is an application exclusively for iOS. Search for *ODMS Cloud mobile App” from the Apple

Store app to download the mobile app.

7.1.2 Play Store.

This is an application exclusively for the Android operating system. Search for "ODMS Cloud

mobile App” from the Google Play Store to download the App.

Chapter top
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72 Launch and Sign in.

This chapter explains how to start ODSM Cloud Mobile App and sign in.

| First time startup

1| Normal Startup

11In the event of changes to the Terms of Use

7.2.1 First time startup.

The ODMS Cloud Mobile App. When you start the app for the first time, you will be required to
agree to the terms of use.

1. When you start the ODMS Cloud Mobile App, the Sign-in screen will be displayed. Enter your registered
e-mail address and password and click the [Sign in] button.

2. A pop-up will appear asking if you want to display the Terms and Conditions, click the [View Terms]
button.

3. The browser will start and the Sign in screen to the ODMS Cloud will be displayed. Click the [Sign in]
button, enter your e-mail address and password, and sign in.

4. Open each link displayed and confirm its contents.

5. If you agree with the content displayed, please check each checkbox. When all checkboxes are checked,
the [Continue] button becomes active, click the [Continue] button to sign in to the ODMS Cloud.

6. The necessary steps to use the ODMS Cloud Mobile App are now complete. Sign out from the ODMS
Cloud on the browser side.

7. Sign in again from the ODMS Cloud Mobile App.
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Fig 7-1
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Fig 7-3
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Fig 7-7 Fig 7-8
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7.2.2 Normal Startup.

If it has been less than 18 hours since you last signed in to the ODMS Cloud Mobile App, the sign
in screen will not be displayed and the app will start as is. If more than 18 hours have passed,

please sign in from the Sign in screen (Fig7-1).

7.2.3 In the event of changes to the Terms of Use.

If there are any changes to the terms of use of ODMS Cloud Mobile App, you will be required to
agree to the terms of use each time. The operation is the same as in <7.2.1 First time startup>.
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73 Screen configuration.

This chapter explains each screen of ODMS Cloud Mobile App.

| Recording View

| Property View

J List View

| ODMS Cloud View
J Setting View

7.3.1 Recording View.

This is the operation screen for performing dictation. To make a new recording, click the [New]
button. If you tap the dictation file displayed in the "Pending list" of <7.3.3 List View>, this

screen will start in edit mode.

|Worktype ID *4 Z

Insert recording/
Overwrite recording
selector switch —e

|New Rec button | §
Rewind buttor* /
P
E Dictation List

View button on
Gy

11:06 a T

AU_LE2AUTHER2231207110500 % Prlorlty settlng button *1

Worktype : Select

Rec Start/Stop button *2

Playback button

!Fast forward button |
! File Send

File delete |

the device

Dictations List View on
Cloud button *3

Property view display
button

*1 Priority change button: Switches between High and Low each time you tap.
When the background is black, white % is Priority High.

*2 Recording start/stop button: Repeats recording/stop each time the button is clicked

*3 You can check the transcription work status by displaying the Dictations List on the ODMS
Cloud side.
*4 You can display a list of registered Worktype ID by tapping here.
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7.3.2 Property View.

Displays detailed information for the dictation file. Click the [Edit] button at the top right of the

screen to edit the Property.

15:40 aFe ) Ed|t button *1 11:09 T
< Back Edit T Cancel

AU_LE2AUTHER2231206152152 Priority setting button AU_LE2AUTHER2231207110500

Worktype : Select *2 orktype : Select

Priority :

Dec 14, 2023 at 4:24:20PM 00:14 Dec 7, 2023 at 11:07:28 AM  00:23

Job Number : Job Number :

Status : Pending Status : New

Comment: Comment :

/ Switching Worktype ID
_— _/ *3

Comment Area *4

Shake twice for “Record” m Shake twice for "Record”

View Setting button

*1 Edit button: Press the button to change the Priority information.
To apply the modified contents, click the [Done] button. You can also cancel editing with the
[Cancel] button.

*2 Priority change button: Switches between High and Low each time you tap. When the
background is white, black % is Priority High.

*3 Change Worktype ID: Tap to display the registered Worktype ID in the list.

*4 Comment input area: Tap to enter a comment.
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7.3.3 List View.

This is a list screen of dictation in the device. Files are filtered and displayed by status.

15:40

' / File deletion selection
start button

¢ Back Recordings

Filter selection *1 i>

Outbox

<Chapter 7.5.2>

Search Box

2AUTHER2231206152152

File selection *2

2023 at 4:24:20PM  00:14

2AUTHER2231207110500
2023 at 4:24:07PM  00:33

Property view display

Resume Dictation *3

button

[All files send button |

Selected File Send Button

New Rec Button *4

*1 Filter selection:

*2 File selection:

*3 Restart Dictation:

*4 New recording button:
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Setting view display button

Pending: List of files before uploading to ODMS Cloud.
Outbox: A list of files waiting to be uploaded.
Sent: List of uploaded files.

Recycle Bin: List of sent files deleted from the Sent screen.

Check to select a file.

Checked files will be subject to [Upload Selected Files] or [Delete
Selected Files]

Dictation has been completed for files marked with O.

Dictation Files without the O indication are files whose recording is
paused.

*You cannot select a file while recording is paused.

Tap the file to restart dictation and switch to the recording screen.
The selected file becomes an unfinished Dictation, and the omark

disappears.

Completes the dictation of the file whose recording is paused

and moves to the new recording standby screen.



7.3.4 ODMS Cloud View.

You can check the transcription status on the smartphone screen of the file list displayed in
"Dictations" on the ODMS Cloud side.

*1 Filter selection:

11:05 al Tm
¢ Back Uploaded
Filter Selection *1 i> -l @
Q
* AU_LE2AUTHER2231201144527,DS2
\«?n ad -;"‘JIJ.‘_T=-7'v||!r;7. .

* AU_LE2AUTHER2231201143624.DS2
Dec1, 2023 at 11:36:24PM  00:06

Routed: AU_Le2Type2

* AU_LE2AUTHER2231201101745,052
Dec 1, 2023 at 7:17:45PM  00:02

Routed: AU_Le2Type2

* AU_LEZAUTHER2231201101738.DS2
Dec 1, 2023 at 7:17:38PM  00:04

Routed: AU_Le2Type2

W AU_LEZAUTHER2231201094647.D52

Dec 1, 2023 at 6:46:47PM 00:06

|Start Browser button.

New = @ %

Switch the transcription status filter.
Downloaded: Displays a list of uploaded files.
In Progress: Displays a list of files that are being transcribed.

Transcription Finished: Displays a list of Transcription completed files.

*2 Browser start button: Starts the browser and displays the ODMS Cloud Sign in screen.
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7.3.5 Setting View.

Configure various settings for ODMS Cloud mobile App.

*Fixed with DS2

Recording format display 112 wTa

€ Uploaded  Settings ®

RECORDING Bluetooth Input
Enable switch

. —— ™Recording Format Ds2
Microphone Sensitivity _——
selector Bluetooth Input =
&‘ Microphone Sensitivity VCVA ON/OFF selector |
VCVA OFF >~
Push to Talk Author ID display
Enable switch *1 =~ —=-PushtoTalk % *Cannot be changed
SoRkELOW on the device side
- - Author ID AU_LE2AUTHER2 // . -
Setting the retention Setting the per|_od fron_'l file
period for deleted files GENERAL UP:OE[C' c:mpletlon to file
*3 pways A1 deletion*2

\ Keep Sent Items
~Keep Recycle Bin Items  Always

*]1 Push to Talk:

*2 Keep Sent Items:

*3 Keep Recycle Bin:
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Display language setting |Initia| screen settings
On Launch Show List of Recordi... ‘==

— =

—— When starting the app

™~Language English

g legal notice display |

Legal NOti COSmm—— -

When Push to Talk is enabled, recording will occur while the [Rec]
button is held down and will stop when released.

In <7.3.3 List View>, when File Upload is completed, the file is moved
to "Sent", but the file can be automatically deleted after a certain period
after being moved to the Sent folder. Erased files are temporarily stored
in the Recycle Bin.

Set the period until deleted files temporarily stored in Recycle Bin are
completely deleted.



74 Dictating using the Mobile App.

This chapter explains how to perform dictation using ODMS Cloud Mobile App.

J New recording standby state

] Recording status

J Recording pause state

7.4.1 New recording standby state.

When you click the [New] button to enable new recording, you will be redirected to this screen.
To start recording, click the [REC] button. To reduce the effects of ambient noise, we recommend

holding the smartphone's microphone close to your mouth while recording.

*You cannot change various settings related to recording from this screen, so if you need to

make changes, please return to <7.3.3 List View> and open <7.3.5 Setting view>.

Select
Worktype ID AU_LE2AUTHER2231207110500

Worktype : Select

Insert/Overwrite \\
recording switch. Insert
I @

l REC Button

Press the record button to start recording.
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7.4.2 Recording status.

When you start recording, the screen will change to the one below. At this time, the recording
level bar and time counter will move according to the input audio level, so you can confirm that
the recording is in progress. If the level bar swings small and you are recording at less than half
the peak value, the recording may be difficult to hear. Please take a few test recordings to check

the appropriate level.

AU_LE2AUTHER2231207110500

g+~ | Rec Level bar
g Time counter

REC/Stop button *2

Quick Review button *1

Recording pause
button *3

*1 Quick Review: If you click the [Quick Review] button while recording, the recording will
be paused and will rewind while you click it. When you release the
button, playback starts from the position you spoke.

*2 REC/Stop: When you press this button, recording starts. Pressing it again, the
recording will stop.

*3 Recording pause: If you click this button during recording, recording will be paused.
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7.4.3 Recording pause state.

When recording is temporarily paused, the screen changes to the one below. If you press the
[New] button here, the recording process for the file currently being recorded will end and the

system will enter <7.4.1 New recording standby state>. If you want to listen to the contents of

the recorded file, press the [Rewind] button to rewind the position, and then press the [Play]
button to play it.

AU_LE2AUTHER2231207110500
Worklyplssas Audio waveform *2

Position Display *1

L

New button Rec Button

/—

™~
New .
Rewind button Playback Button

4\ ///—

\l—
] FF button

*1 Position display: The white vertical bar indicates the stop position/play position.
*2 Audio waveform: Audio is recorded when the waveform is displayed.
Chapter top
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75 File Delete.

This chapter explains how to delete recorded files.

1 Deleting files from Recording View

I Deleting all files from List View

1 Deleting selected files from List View

7.5.1 Deleting files from Recording_j View.

The file deletion operation from Recording View allows you to delete the currently displayed file.

Press the [Delete File] button and click [Discard]

AU_L0010_3150 AU_L0010_3150

Worktype : Select

u haven't saved your changes. Click Discard below to
r thout saving or Cancel to return i
Discard

@ E}Cﬂncel
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7.5.2 Deleting all files from List View.

When deleting files from the List View, you can delete all files on the list at once. Press the [Edit]

button at the top right of the screen, then press the [Delete All Files] -button, and then

press the [Delete All].

*Files with no O symbol and whose recording is paused (in the middle of dictation) will not be
deleted.

9:49 al = @ 9:50 wl =@ 9:50 ol = @
& Back Recordings Done < Back Recordings Done
Recycle Bin Outbox Sent Recycle Bin Outbox Recycle Bin

Q Search

AU_L0010_3150 -
Dec 21, 2023 at 5:32:58PM  00:06 i

AU_L0010_3150 .
Dec 21, 2023 at 5:32:58 PM 00:06 9

i AU_L0009_3749
Dec 21, 2023 at 1:38:57PM  00:13 ( Dec 21, 2023 at 1:38:57PM  00:13

AU_L0009_3749

AU_L0009_3749 N
) Dec 21,2023 at 1:38:57PM  00:13 i)

AU_L0008_4020 AU_L0O008_402 i . Au_L0008_4020

Dec 20, 2023 at 5:40:34PM 00:12 i) Dec 20, 2023 M 00112 W () Dec20,2023 at 5:40:3aPM 00:12 Q)
& AU_L0007_4230 & AU_L0O007 4230 (,,\*AU Delete All Recordings? -

Dec 19, 2023 at 4:42:37PM  00:02 Dec 19, 2023 at 4:42:37PM  00:02 Deleted Dictations files will once be i)

() Det
- moved to the Recycle Bin. After the
period set in the option, it will be
AU automatically deleted from the

AU_L0004_2815
Dec 18, 2023 at 5:28:18PM  00:01

AU_LE2AUTHER2231206152152

Dec 14, 2023 at 4:24:20PM  00:14 i)
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AU_L0O004_2815

, 2023 at 5:28:18PM  00:01

AU_LE2AUTHER2231206152152
Dec 14, 2023 at 4:24:20PM  00:14

00:02 M 00:02 o (") e Recycle Bin and cannot be restored. 0)
AU_L0O005_3048 AU_LO005_3048 P AU Cancel Delete All _
Dec 18, 2023 at 5:30:53PM 00:03 Dec 18, 2023 at 5:30:53PM 00:03 ) | - i)

. AU_L0004_2815
) Dec 18,2023 at5:28:18PM 00:01

AU_LE2AUTHER2231206152152
Dec 14, 2023 at 4:24:20PM 00:14




7.5.3 Deleting selected files from List View.

When deleting files from List View, you can delete multiple files at once. Press the [Edit] button

at the top right of the screen, then tap the circle on the left side of the file to select the file, press

the [Delete selected file] . button, and click [Delete].

*You cannot select a file whose recording is paused (in the middle of the dictation) where there is

no O symbol.

Q, Search

AU_L0009_3749
Dec 21, 2023 at 1:38:57PM  00:13

AU_L0008_4020
Dec 20, 2023 at 5:40:34PM 00:12

Y AU_L0007_4230
Dec 19, 2023 at 4:4:

1 4:42:37PM 00:02

AU_LO006_5150

AU_LE2ZAUTHER2231206152152

Dec 14, 2023 at 4:24:20PM  00:14

Q Search

J

Dec 21,2023 at 1:38:57PM  00:13 (i)

AU_LO008_4020
Dec 20, 2023 at 5:40:34PM 00:12

W AU_LO007_4230

Dec 19, 2023 at 4:42:37PM  00:02 i)

e 0 o

AU_LO006_5150

AU_LE2AUTHER2231206152152
Dec 14, 2023 at 4:24:20PM  00:14 (i)
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9:49 Wl m 9:50 I 9:50 o T e
& Back Recordings & Back Recordings Done < Back Recordings Done
Outbox Sent Recyele-Bin Outbox Sent Recycle Bin Outbox Recycle Bin

AU_L0010_3150 N AU_L0010_3150 AU_L0010_3150 -5
Dec 21, 2023 at 5:32:58PM  00:06 (i) Dec 21, 2023 at 5:32:58PM  00:06 (i) Dec 21,2023 at 5:32:58PM  00:06 @
AU_LO009_3749 AU_L0009_3749

Dec 21,2023 at 1:38:57PM 00:13 U]

AU_L0008_4020
Dec 20, 2023 at 5:40:34PM 00:12 )

* AU Delete 4 Dictations?

Q o

Deleted Dictations files will once be D
moved to the Recycle Bin. After the

period set in the option, it will be
AU automatically deleted from the

Dec 19, 2023 at 2:51:55PM  00:02 ) Dec 19, 2023 at 2:51:55PM  00:02 (i) 0 Der  Recycle Bin and cannot be restored. D)
AU_L0005_3048 n AU_LO005_3048 N . AU Cancel Delete =
Dec 18, 2023 at 5:30:53PM 00:03 (i Dec 18, 2023 at 5:30:53PM 00:03 (i) 'I,\ \ - SRS —— ()
AU_L0004_2815 AU_LO0004_2815 — AU_L0004_2815

Dec 18, 2023 at 5:28:18PM  00:01 (i) Dec 18, 2023 at 5:28:18PM  00:01 (_) Dec18, 2023 a15:28:18PM 00:01 @

AU_LE2AUTHER2231206152152

) Dec 14,2023 at 4:24:20PM 00:14 @




7.6 File Upload to ODMS Cloud.

Once the dictation has been completed, the file can be uploaded to the ODMS Cloud to start the
transcription work. This chapter explains how to upload files from ODMS Cloud Mobile App.

J Uploading from Recording View

1 Upload all files from List View

] Upload selected files from List View

7.6.1 Uploading from Recording View.

When uploading from the Recording View, you can send the currently displayed file. Press the

T
[File Send Button] and then press [Send to Server].

AU_L0010_3150 AU_L0010_3150
Work I rh

< ’ Send to Server

Pending

| Cancel |
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7.6.2 Upload all files from List View.

File upload from List View allows you to upload all files on the list at once. Press the [Send All
Files] . button and press [Send All to Server].

* Files whose recording is paused (in the middle of the dictation) without O symbol will not be
sent.

13:126 al T 13:27 ol T
£ Back Recordings Edit < Back Recordings Edit
Outbox Sent Recycle Bin Outbox Recycle Bin

Q Search

AU_LO010_3150 N AU_L0010_3150 -

Dec 21, 2023 at 5:32:58PM 00:06 i) Dec 21, 2023 at 5:32:58PM 00:06 )
AU_LO009_3749 ) __ AU_LO009_3749 )

Dec 21, 2023 at 1:38:57PM  00:13 (i (\_) Dec 21, 2023 at 1:38:57PM  00:13 @

AU_LO008_4020 ) . AU_L0008_3020 N

Dec 20, 2023 at 5:40:34PM 00:12 0] (_) Dec 20,2023 at 5:40:34PM 00:12 @

“ AU_L0007_4230 _ ‘,,,\* AU Send All Recordings? .

Dec 19, 2023 at 4:42:37PM  00:02 i \_J Be  Areyou sure you want to send all @

recordings?

AU_LO006_5150 ) —~ A -
Dec 19, 2023 at 2:51:55PM  00:02 0 () De Send All to Server D

AU_L0005_3048 - = AU Cancel .
Dec 18, 2023 at 5:30:53PM 00:03 i) ( ‘\ - SRS i
AU_L0004_2815 i . AU_L0004_2815 y
Dec 18, 2023 at 5:28:18PM  00:01 (1) ‘/\”/‘ Dec 18, 2023 at 5:28:18PM  00:01 )
AU_LE2AUTHER2231206152152 ~ ~ AU_LE2AUTHER2231206152152

Dec 14, 2023 at 4:24:20PM 00114 ) (_) Dec1s,2023at 4:24:20PM 00:14 @
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7.6.3 Upload selected files from List View.

Select files to upload multiple files at once. Tap the circle on the left side of the file to select the

file, press the [Send Selected File] . button, and press [Send to Server].

* Files with no O symbol or files whose recording is paused (in the middle of dictation) cannot

be selected.

13:27 FE 13:27 ol T
& Back Recordings Edit < Back Recordings Edit
g Outbox
Q Search
AU_L0O010_3150 AU_L0010_3150
Dec 21, 2023 at 5:32:58PM  00:06 ) Dec 21, 2023 at 5:32:58PM  00:06 ©)
(] AU_L0009_3749 AU_L0009_3749
@ [oec2i 20230t 1:3857PM 00113 W @ oec21,2023at1:38:57PM 0043 ®
AU_LO008_4020 AU_L0008_4020
o Dec 20, 2023 at 5:40:34PM 00:12 \ e Dec 20, 2023 at 5:40:34PM 00:12 (i)
ot ALIJ._L\O(.J’??‘_fZ3O‘ S M * AU Send 4 Recordings? E
Dec 19, 2023 at 4:42:37PM 000 ! Q De Are you sure you want to send 4 D
recordings?
AU_LO006_5150 AU
o Dec 19, 2023 at 2:51:55PM  00:02 Q Dex Send fo Server ©)
AU_LO005_3048 AU Cancel
Dec 18, 2023 at 5:30:63PM 00:03 i »L \) L SRS, 1)
AU_L0O004_2815 = __ AU_L0004_2815 N
Dec 18, 2023 at 5:28:18PM  00:01 L ‘:\,/\' Dec 18, 2023 at 5:28:18PM  00:01 @
AU_LEZAUTHER2231206152152 . . AU_LE2AUTHER2231206152152
hec 14, 2023 at 4:24:20PM  00:14 (i) () Dpec14, 2023 at4:2a:20pM 00:14 @®
| W
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7.7 Confirm Transcription Status.

You can check the transcription progress on the server side using the ODMS Cloud Mobile App.

"1 ODMS Cloud view

7.7.1 ODMS Cloud view.

When you press the [Cloud] button from List view, a list of files recorded with your Author ID on
the ODMS Cloud Server side will be displayed.
In the ODMS cloud view, you can switch the filter for each transcription status.

11:04 T 11:05 W Fe mm mE.
< Back Recordings Edit | < Back  Uploaded | < Back In Progress
Outbox Sent Recycle Bin ¢ @
Q Search
AU_LE2AUTHER2231206152152 - * AU_LE2AUTHER2231201144527.DS2
Dec 7, 2023 at 11:04:31AM  00:0€ 0]
Dec 1, 2023 at 11:45:27PM  00:04
Routed: AU_Le2Type2

% AU_LEZAUTHER2231201143624.DS2
Dec 1, 2023 at 11:36:24PM  00:06

Routed: AU_Le2Type2

W AU_LEZAUTHER2231201101745.D52
Dec1, 2023 at 7:17:45PM  00:02

Routed: AU_Le2Type2

* AU_LEZAUTHER2231201101738.DS2
Dec 1, 2023 at 7:17:38PM  00:04

Routed: AU_Le2Type2

* AU_LEZAUTHER2231201094647.DS2
Dec1, 2023 at 6:46:47PM  00:06

Routed

Downloaded: Displays a list of uploaded files.

In Progress: Displays a list of files that are being transcribed.

Transcription Finished: Displays a list of Transcription completed files.
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78 Change Transcriptionist.

Manually changing the transcriptionists can be done by signing in to ODMS Cloud from a

smartphone browser. This chapter explains how to use this option.

"] Sign in to ODMS Cloud directly from Browser

7.8.1 Sign into the ODMS Cloud directly from browser.

Please enter your ID (e-mail address) and password and sign in to ODMS Cloud. You will be

signed in to ODMS Cloud directly from your browser. For operations from here, please refer to

<3.8 Manual Routing>.

111

< Back

Uploaded

*AI.I_I.EZAI.ITHEI'IZZ31201144527.052
Dec1,2023at 11:45:27PM  00:04
Routed: AU_Le2Type2

* AU_LE2AUTHER2231201143624.DS2
Dec 1, 2023 at 11:36:24PM  00:06

Routed: AU_Le2Type2

* AU_LE2AUTHER2231201101745.DS2
Dec 1, 2023 at 7:17:45PM  00:02
Routed: AU_Le2Type2

* AU_LE2AUTHER2231201101738.D52
Dec1,2023 at 7:17:38PM  00:04
Routed: AU_Le2Type2

* AU_LEZAUTHER2231201094647.DS2
Dec 1, 2023 at 6:46:47PM  00:06

Routed:

189/214

mn T
< 0DMS Cloud
OM Dictation Management System
in the Cloud
Language : English <
ERISTIT USEr
[ ]

New User

[ Create Account |

#% @& m-digitalsolutions.net &




7.9 offline mode.

With the ODMS Cloud Mobile App, you can perform operations that do not require a network connection,

such as recording dictation files in environments where a network connection is not available.

This chapter explains the Offline mode.

| Launching the Mobile App without a network connection

| Operation during offline mode

| When the Mobile App reconnects to the network while in Offline mode

7.9.1 Launching the Mobile App without a network connection.

If you are not able to connect to the network when starting the Mobile App, the following popup will be

displayed. If you select OK, the Mobile App will start in Offline mode.

» 17:12 95% )

ODMS Cloud

OM Dictation Management System

in the Cloud

Offline mode

You are currently not connected to
the internet. You are now working in
the offline mode. To send your
dictation, close the app, connect to
the internet, and sign back in.

oK
L b

Save password

OM SYSTEM

2026 OM Digital Satutions Corporation

If the network connection is lost during normal operation, the following message will be displayed, and the

app will switch to the offline mode.

Offline mode
You are currently not connected to
the internet. You are now working in
the offline mode. To send your
dictation, close the app, connect to
the internet, and sign back in.

OK
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7.9.2 Operation during Offline mode.

If you perform an operation that requires a network connection during offline mode, a pop-up message will

be displayed to inform you that you are in offline mode.

Offline mode

You are currently not connected to
the internet. You are now working in
the offline mode. To send your
dictation, close the app, connect to
the internet, and sign back in.

OK

7.9.3 When the Mobile App reconnects to the network while in Offline
mode.

The Mobile App does not automatically sign in, so you will need to sign in manually. Open the Sign in screen
from the popup shown below or press the Browser button from the List view to open the ODMS Cloud Sign
in screen. Enter your ID (email address) and password to sign in to ODMS Cloud.

Online

Your internet is now connected, to
switch from offline mode to send
your dictation, please tap [Yes] and
sign in.

No Yes
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71 0 Background Speech Recognition.

<3.12 Workflow using background speech recognition> You can transcribe text more efficiently. This

chapter explains how to specify the language for speech recognition when uploading a Dictation file from

the Mobile App, and how to check the status of speech recognition from the Mobile App.

_| Selecting the language for speech recognition

| Checking the progress of speech recognition

7.10.1 Selecting the language for speech recognition.

You can specify the language for speech recognition regardless of the display language of the Mobile App. In
addition, the language can be set independently for the Mobile App and the Desktop App. For example, you
can dictate and upload a dictation file in English via the Desktop App to have the speech recognition in

English while you can use the Mobile App in the German language.

11 wEm 15:37 il F BB 15:38 ull T €
< Back Uploaded € Uploaded Settings ® £ Settings Language
[ O | G & RECORDING
Q
« Recording Format DS2
AU_LE2AUTHER2231201144527.D82
Dec 1, 2023 at 11:45:27PM  00:04 English (USA)
Routed: AU_LeZType2 Bluetooth Input

* AU_LE2AUTHER2231201143624.DS2
Dec 1, 2023 at 11:36:24PM  00:06

Microphone Sensitivity

VCVA OFF
* AU_LE2AUTHER2231201101745.DS52
Dec 1, 2023 at 7:17:45PM  00:02
Routed: AU_Le2Type2 Push to Talk
* AU_LE2AUTHER2231201101738.DS2
Dec 1, 2023 at 7:17:38PM  00:04 WORKFLOW
Routed: AU_Le2Type2
Author ID JP_LEAUTHER2
* AU_LE2AUTHER2231201094647.DS2
Dec 1, 2023 at 6:46:47PM 00:06
Routed GENERAL
Keep Sent Iltems Always

Keep Recycle Bin Items Always

On Launch Show List of Recor...

New 5 @ [E] [ Language English (U.S.A)

The available languages are:
- English (U.S.A)

- English (United Kingdom)
- English (Australia)

- Deutsch

- Frangais

- Espafol
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7.10.2 Checking the progress of speech recognition.

You can check the status of speech recognition for Dictation uploaded to ODMS Cloud from the Mobile App.

Open <7.7.1 ODMS Cloud View> and check the icon displayed.

15:41 il = (3

£ Back Uploaded

B @
Q Search

Routed: JP-LeType2, JP-LeType3

> LO005_3727_3726.DS2
& Mhy 2, 2025 at 3:37:34PM  00:07
uted: JP-LeType2, JP-LeType3

»_ LO003_1240.ds2
© Afr 30, 2025 at 3:44:07 PM 00:39
uted: JP-LeType2, JP-LeType3

JP_L0043_5021.D82
Dec 19, 2024 at 11:51:66 AM  00:14
Routed: JP-LeType2,JP-LeType3

JP_L0030_4914.D52
Dec 19, 2024 at 11:49:33AM 00112
Routed: JP-LeType2,JP-LeType3

JP_L0027_4903.DS2

Dec 19, 2024 at 11:49:05AM 00:01

Routed: JP-LeType2, JP-LeType3

% JP_L0O002_0043.DS2
Jan 1, 2018 at 12:00:49 AM 00:05

Routed: JP-LeType2, JP-LeType3

New EI @ -I:i-

No Icon: Files not assigned for Background Speech Recognition

Green Icon: Background Speech Recognition completed

@ White Icon: Background Speech Recognition in progress
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8 E-mail Notification.

This chapter describes various email notifications sent from the ODMS Cloud.

18.1 List of E-mail Notification

8.2 Timing of E-mail notification being sent

8.3 Details of E-mail Notification

g

Next Chapter
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81 List of E-mail Notification.

The ODMS Cloud may send the following messages to customers depending on the situation.

Admin

User

Dealer

Account Registered Notification [U-

101]

This message will be sent when the
account registration was successful
based on the information entered by

the customer.

v

User Registration Notification [U-102]

This is a message requesting user
authentication from the administrator

set at the time of account registration.

License Shortage Notification [U-103]

This message will be sent if there are
users whose license period is less than
14 days and when there is insufficient

license inventory to allocate.

License Expiration Warning [U-104]

This message will be sent if there are
users whose licenses will expire today
because the Auto Assign feature is

disabled.

License Requested Notification [U-105]

This message will be sent when the
system has accepted their license

issue request.

Cancelled License Order Notification

[U-106

This message will be sent when the
cancellation of license issuance has

been accepted.

License Issued Notification [U-107]

This message will be sent when the
license requested by the customer has

been issued by the dealer.

License Assigned Notification [U-108]

This message will be sent when a valid

license has been assigned to the user.

License Returned Notification [U-109]

This message will be sent when the
cancellation of the unused license
issued by the dealer has been

completed.

Account Deleted Notification [U-111]

This message will be sent when the
deletion of the registered account has

been completed.

Account Edit Notification [U-112]

This message will be sent when the
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changes to your account information

have been completed.

Temporary password [U-113]

This message informs you of a
temporary password upon completion

of user authentication.

User Registration Notification [U-114]

This message will be sent when the
user verification for a newly registered

user has been completed.

Edit User Notification [U-115] This message will be sent when the v
user information change has been (Cc)
completed.
User Deleted Notification [U-116] This information will be sent when the
user information has been deleted. (Cc)
Transcription Completion Notification This message will be sent when the
[U-117 transcription has been completed by
transcriptionist.
Storage Usage Worning Notification [U- | This message is sent when the storage v
118] capacity you are using exceeds 80%
of the available capacity.
Storage Usage Exceeded Notification This message is sent when the storage v
[U-119 capacity you are using exceeds the
available limit.
User Bulk Registration Received This message is sent when a user bulk v
Notification [U-120] registration operation using a CSV file
is accepted.
User Bulk Registration Completed This message is sent when bulk user v
Notification [U-121] registration using a CSV file is
successfully completed.
User Bulk Registration Failed This message is sent when bulk user v
Notification [U-122] registration using a CSV file fails.
Partner Account Deleted Notification This message is sent when the partner v v
[U-123 account deletion process is complete. (Cc)
Partner Account Edit Notification [U- This message is sent when you have v v
124] finished editing your partner account (Cc)
information.
Issued Trial License Notification [U- This message is sent when you issue v v
125] additional trial licenses. (Cc)
Forced Email Verification Notification This message is sent when an v
[U-126 administrator enforces forced user (Cc)
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verification.

Trial License Expiration Warning [U-

127]

This message is sent when you have
14 or fewer days left on your trial

license.

New Dictation Notification [U-128]

This message is sent when you are

assigned a new transcription task.

Transcription Task Cancellation

Notification [U-129]

This message is sent when a
transcription task assigned to you is

canceled.

Transcriptionist Change Notification [U-

This message is sent when a

130] transcription task that was assigned to
you has been reassigned to another
Transcriptionist.
Chapter top
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82 Timing of E-mail notification being sent.
Examples of various messages sent from ODMS Cloud are shown below.

_| Migration from Trial to reqular license (automatic update)

| Migration from Trial to regular license (manual update)

| License expires from Trial (Delete account manually)

| License auto assign (automatically assigns with sufficient stock)

| License auto assign (Insufficient stock —. License replenished and automatically assign)

| License auto assign (License expired due to lack of stock . manual assignment)

| Manually Assign Licenses

| User deletion after license expiration
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8.2.1 Migration from Trial to regular license (automatic update).

Trial licenses are not eligible for automatic allocation. You have to purchase a valid license from

your Dealer and manually assign the license before the Trial License expires.

ODMS Cloud License issuing sequence (Trial -> Paid license)

New Trial period (30days)

7 days before
\_\ expiration

Account

registrlatlodn Licenr-lemﬂ
complete Trial License | expiration
expiration warning
— /-/‘//,/ warnin
Account

registration
completed/ License issue i i =
o=l ense iss License period = 1 year
notification

et

- — =
License |ss — ) = .
= assigned
requested License issued nutiﬁgation
notification 1

Stored in

N r issued
license inventory

notification

Shortage

- (7 days) -
Days left m—) 4—
Status -
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8.2.2 License expires from Trial (Delete account manually).

Scenario when the Auto Assign Option is disabled, and the license stock is insufficient. This is an

example when the user manually deletes the account after the Trial License expires.

ODMS Cloud License Expiration (Trial -> Account Removal)

New Trial Period (30 days) Account information New

- s
retention period

14 days

information
deleted
notification

Account
registration
completed

License

shortage
notification
(once a day)

Acoount
registration
completed/

Trial start
notification

Auto Assign : Disabled

Delete user/

ey Ao Assan |y Lrenae account information
1 | shortage Disabled Send Send manually
> | shawge Erabied Send Does rotserd
3 | reny Disabled Does mtsend | send
o+ | perty Ersbked Does motsend | Does mt send

(14~1)

Days left mm—
Status )

Alert No License

[Sho rtage m—

8.2.3 License auto assign (automatically assigns with sufficient stock).

Scenario when the Auto Assign Option is enabled, and the license stock is sufficient. After a

license expires, a new license will be automatically assigned.

ODMS Cloud License Auto Renewal (License in stock)

Paid license period AutolpssignlIEREblad)
lcense Auto Assgn | U103 ey
Inventory Everyday Expire Date.
1 | Shortage Disabled Send Send
14 days before expiration 2 | Shortage Erabled Send Does rot send
(Reserve license from 3 | perey Disabled Does otsend | Send
inventory) 4+ | pleny Erabked Does motsend | boes mtsen

Account has enough unassigned
licenses stock

——————————————

License Period = 1 Year

Assign license
automatically
Assign license

completion
notification

Shortage
Days leftms- Qi) —
Status e Bonew -
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8.2.4 License auto assign (Insufficient stock - License replenished and
automatically assign).

Scenario when the auto Assign Option is enabled, and the license stock is insufficient. It is
assumed that upon receiving the U-103 stock shortage notification, user replenish the license
inventory and new licenses are assigned automatically.

ODMS Cloud License Auto Renewal (Shortage -> Replenish License)

Paid license period AutolfesioniiEnabled
Lcense Aoto Assn | v1@ Uit
Inventory Everyday Expire Date
1 | shamge Disabled Send Send
14 days before expiration 2 | Shortage Erabled Send Does rot send
(Reserve license from 3 | pemy Disabled Does motsend | Send
inventory) 4 | Plenty Enabled Does motsend | Does not send
Account does not have Replenish
enough unassigned license

license stock inventory

License issue
request N .
License Period = 1 Year

Assign license
automatically
Assign license

completion
notification

License
shortage
notification

(once a day)

License issue
requested
notification

License issued
completed

License
issued
notification

Shortage msp -
Days leftme 4~1) —

Status e Ronow

Stored in
license inventor

8.2.5 License auto assign (License expired due to lack of stock -
manual assignment).

Scenario when Auto Assign Option is enabled, and the license stock is insufficient. Even if the
user receives a U-103 stock shortage notice, the stock is not replenished before the expiration
date and the license expires. In this case, licenses need to be manually assigned when the
licenses are back in stock.

ODMS Cloud License Auto Renewal (Expired due shortage —
Manual update)

Paid license period Expiration Auto Assign : Enabled
period
— License Auto Assign U103 U101
— Inventory Everyday Expre Date
1 | shorage Disabled Send Send
14 days before expiration 2 | shortage Erabied Send Does ot send
(Reserve license from 3 | Penty Disaled Does motsend | Send
inventory) & | Pty Erabked Does rotsend | Does ot send
Account does not have enough
unassigned licenses
Even if you replenish the license inventory
- - f after the license expires, it will not be
License issue automatically updated.
request |
License

shortage

1 License Period = 1 Year

Assign license
manually

U-108

notification
(once a day)

License issue
Requested
notification

Issue
License

License

issued License
notification Assigned
Shortage mmp- notification
&)avs leftmmp- 4-1) -
Status Reper Np License -
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8.2.6 Manually Assign Licenses.

Scenario when the Auto Assign Option is disabled, and the license stock is sufficient. The

Administrator notices and manually updates the license before it expires.

ODMS Cloud License Manual Renewal (License in stock)

Paid license period Auto Assign : Disabled
Assigned before

| nventery S Erovepse | SXPiry date
‘ 1 | Shortage Disabled Send Send
14 days before expiration 2 | shortage Enabled Send Does ot s
(Reserve license from 3 | Plerty Disaled Does rotsend | send
inventory) 4 | Plenty Enabied Does otsend | Does ot send

Account has enough unassigned
licenses on hand

License Period = 1 Year

Assign license
completion
notification

Shortage
Days leftmm Q4-1) q—
Status s Alert

8.2.7 User deletion after license expiration.

Scenario when the Auto Assign Option is disabled, and the license stock is sufficient. Licenses are

intentionally revoked and then the user will be deleted manually.

ODMS Cloud License Manual Renewal (Expired -> User Delete)
Paid license period Expiration Auto Assign : Disabled
period
— License Auto Assign U103 U104
Inventory Everyday Expire Date.
1 | Shortage Disabled Send Send
14 days before expiration 2 | Shortage Erabled Send Does rot send
(Reserve license from 3 | Perey Disabled Does otsend | Send
inventory) & | prerty Erabled Docs ot serd | Does rotserd
Account has enough unassigned \
licenses on hand icense
: : expiration
ccoul
information
deleted
Delete user/
account information
manually
Shortage
Days leftmsp Qi) ——
Status  w Alert Np License
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83 Details of E-mail Notification.

The details of the email message sent from ODMS Cloud are as follows.

8.3.1 Account Registered Notification !U-101].

This message will be sent when the account registration was successful completed based on the

information entered in by the customer.

Dear <Customer name>,

Thank you for choosing ODMS Cloud. Your account has been successfully registered.

We have granted [100] trial licenses to your account which is valid for 30 days. During the trial, you can try all the
features of ODMS Cloud.

If you wish to continue using ODMS Cloud after the trial period has expired, please contact an authorized OM
SYSTEM audio dealer to purchase annual licenses. Various settings including dealer selection can be configured

within ODMS Cloud under the Account tab.

Please log in to ODMS Cloud to configure your user setting and verify the license expiration date.
URL: https://odmscloud.omsystem.com/

After you have selected a dealer, to request the number of licenses please select Subscription tab. Licenses issued

by dealers will be stored in your license Inventory.

If you need assistance with ODMS Cloud, please contact your selected approved OM SYSTEM audio dealer directly.

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.

8.3.2 User Registration Notification [U-102].

This is a message requesting user authentication from the administrator set at the time of account

registration.

Your user information has been registered within the ODMS Cloud by yourself. To complete your user registration,
you must verify your email address. Please verify by clicking on the link below. Once the registration is completed, a

notification window will appear confirming that your user information has been verified.
URL: <Authentication URL>

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.
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8.3.3 License Shortage Notification [U-103].

This message will be sent if there are users whose license period is less than 14 days and when
there is insufficient license inventory to allocate.

Dear <Customer name>,

One or more of your assigned ODMS Cloud licenses will expire within 14 days. There is insufficient amount of

unassigned licenses in your inventory to issue to the users with expiring licenses.

Insufficient license count:

Standard License: <"Number of user-assigned normal licenses scheduled to expire" - "Number of active
normal licenses in stock">

Speech Recognition License: <"Number of user-assigned auto transcription licenses scheduled to expire" -
"Number of active auto transcription licenses in stock">
Please order additional annual licenses from <Dealer> to ensure you have sufficient inventory.
You can either automatically or manually assign licenses to users. Users with the Auto-assign option enabled
(default) will have the same type of license automatically assigned from your license inventory on the expiration

date. If you disable the Auto-assign option, you must manually assign licenses.

Please log in to ODMS Cloud to configure your user setting and verify the license expiration date.
URL: https://odmscloud.omsystem.com/

If you need support regarding the ODMS Cloud, please contact <Dealer>.

8.3.4 License Expiration Warning_[U-1041.

This message will be sent if there are users whose licenses will expire today because the Auto
Assign feature is disabled.

Dear <Customer name>,

One or more of your assigned ODMS Cloud licenses will expire today.

Number of licenses expiring:
Standard License: <Number of user-assigned normal licenses scheduled to expire>
Speech Recognition License: <Number of user-assigned auto transcription licenses scheduled to expire>
Trial License: <Number of user-assigned trial licenses scheduled to expire>

If you do not have a sufficient number of licenses, you will need to order annual licenses from your <Dealer> and
assign them to your users whose licenses are expiring.

Please log in to ODMS Cloud to configure your user setting and verify the license expiration date.
URL: https://odmscloud.omsystem.com/

If you need support regarding ODMS Cloud, please contact <Dealer>.

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.
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8.3.5 License Requested Notification [U-105].

This message will be sent when the system has accepted their license issue request.

Dear <Customer name>,
We have received your requested license order.
- Number of licenses ordered: <Number of licenses>

- PO Number: <PO number>

Licenses will be issued by your <Dealer> which you have selected in the setting. Licenses issued by your dealer
will be stored in your license inventory. Please log in to the ODMS Cloud to view and assign licenses to your users.

Licenses are valid for 12 months from the date they are assigned to a user.
If you need support regarding ODMS Cloud, please contact <Dealer>.

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.

8.3.6 Cancelled License Order Notification LU-IOG].

This message will be sent when the cancellation of license order has been accepted.

Dear <Customer name>,

We have received the cancellation of your recent license order.
- Number of canceled licenses: <Number of licenses>

- PO Number: <PO number>

If you need support regarding ODMS Cloud, please contact <Dealer>.

If you have received this e-mail in error, please delete this e-mail from your system.
This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.
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8.3.7 License Issued Notification [U-107].

This message will be sent when the license requested by the customer has been issued by the
dealer.

Dear <Customer name>,

The ODMS Cloud licenses which you ordered has been issued.
- Number of Licenses Issued: <Number of licenses>
- PO Number: <PO number>

In order to use ODMS Cloud, you will need to register your users in the system and assign licenses to those users.

When starting the app, please log in to the system using your registered user's e-mail address and password.
If you need support regarding ODMS Cloud, please contact <Dealer>.

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.

8.3.8 License Assigned Notification [U-108].

This message will be sent when a valid license has been assigned to the user.

Dear <Customer name>,
Please be informed that a license has been assigned to the following user.
- User Name: <User name>

- Email: <E-mail address>

Please log in to ODMS Cloud to verify the license expiration date.
URL: https://odmscloud.omsystem.com/

If you need support regarding ODMS Cloud, please contact <Dealer>.

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.
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8.3.9 License Returned Notification [U-109].

This message will be sent when the cancellation of the unused license issued by the dealer has
been completed.

Dear <Dealer name>,

Please be informed that the licenses issued with the following contents has been returned from your customer and
placed back into your License inventory.

- Company Name: <Customer name>
- Number of canceled licenses: <Number of licenses>
- PO Number: <PO number>

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.

8.3.10 Account Deleted Notification [U-111].

This message will be sent when the deletion of the registered account has been completed.

Dear <Customer name>, -> <Primary Administrator>

Thank you for using the ODMS Cloud. Your account, including all information has been deleted from the ODMS
Cloud.

If you wish to use ODMS Cloud again, you will need to register your account information again and order annual
licenses from an OM SYSTEM authorized dealer.
URL: https://odmscloud.omsystem.com/

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.

8.3.11 Account Edit Notification [U-112].

This message will be sent when the changes to your account information have been completed.

Dear <Customer name>, -> <Primary Administrato>

Your account information has been edited successfully. To check or change your company's account information,
please log in to ODMS Cloud.

URL: https://odmscloud.omsystem.com/

If you need support regarding ODMS Cloud, please contact <Dealer>.

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.
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8.3.12 Temporary password [U-113].

This message informs you of a temporary password upon completion of user authentication.

Your user registration has been completed. Please login to ODMS Cloud with the following temporary password.
You may continue using your temporary password; however, we strongly recommend that you change your

password for security reasons. To change your password, click on [Forgot your password?] link on the ODMS Cloud
Sign in screen.

Temporary password: <password>
If you need support regarding ODMS Cloud, please contact <Primary Administrator>.

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.

8.3.13 User Registration Notification [U-114].

This message will be sent when the user verification for a newly registered user has been
completed.

Your user information has been registered within the ODMS Cloud by your administrator. To complete your user
registration, you must verify your email address. Please verify by clicking on the link below. Once the registration is

completed, a notification window will appear confirming that your user information has been verified.
URL: <Authentication URL>
If you need support regarding ODMS Cloud, please contact <Primary Administrator>.

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.

8.3.14 Edit User Notification LU-115].

This message will be sent when the user information change has been completed.

Dear <User name>,

Your user information has been edited. Please contact <Primary Administrator>, if you have any questions
concerning your edited user information.

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.
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8.3.15 User Deleted Notification [U-116].

This information will be sent when the user information has been deleted.

Dear <User name>,

Thank you for using ODMS Cloud. Your user information has been deleted from ODMS Cloud.

If you need support regarding ODMS Cloud, please contact <Primary Administrator>.

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.

8.3.16 Transcription Completion Notification !U-117].

This message will be sent when the transcription has been completed by Transcriptionist.

Dear <User name>,

The transcription of the dictation you uploaded to ODMS Cloud has been completed.
- Dictation file name: <File Name>

- Transcriptionist name: <Transcription User Name>

If you need support regarding ODMS Cloud, please contact <Primary Administrator>.

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.

8.3.17 Storage Usage Worning Notification [U-118].

This message is sent when the storage capacity you are using exceeds 80% of the available capacity.

Dear <Customer name>,

The storage usage for your account has reached 80% of its usage limit. Functions related to the Dictation Workfrow

will be restricted when you reach your maximum sstorage limit. .

Please remove the dictations files once the transcription is completed or add more storage by assigning a license to

anew user. 5GB of storage will be provided to the account for each active user.

For detailed information, please sign in to the ODMS Cloud and click the "Subscription" tab.

If you need support regarding the ODMS Cloud, please contact <Dealer>.

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.
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8.3.18 Storage Usage Exceeded Notification [U-119].

This message is sent when the storage capacity you are using exceeds the available limit.

Dear <Customer name>,

The storage usage for your account has exceeded the maximum limit. Functions related to the Dictation Workfrow

will be restricted until the storage usage becomes lower than the maximum limit.

Please remove the dictations files once the transcription is completed or add more storage by assigning a license to

a new user. 5GB of storage will be provided to the account for each active user.

For detailed information, please sign in to the ODMS Cloud and click the "Subscription" tab.

If you need support regarding the ODMS Cloud, please contact <Dealer>.

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

8.3.19 User Bulk Registration Received Notification [U-120].

This message is sent when a user bulk registration operation using a CSV file is accepted.

Dear <Customer name>,

We have received your bulk user registration request.
- Date and time: <2024.4.1>

- SCV file name: <**** csy>

- Please wait until the registration is complete. This may take a few minutes to process.
- Notification will be sent separately upon completion.

- Registration cannot be completed if there are invalid values in the CSV file.

If you need support regarding the ODMS Cloud, please contact <Dealer>.

If you received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.

210/214



8.3.20 User Bulk Registration Completed Notification [U-121].

This message is sent when bulk user registration using a CSV file is successfully completed.

Dear <Customer name>,

Bulk user registration using the CSV file has been completed.
- Date and time: <2024.4.1>
- SCV file name: <**** csv>

- User Registration Notification [U-114] will be sent to the registered users.
+ Registration will not be completed unless the user verifies their email address.
- You can check the verification status of each user from the [User] tab in the ODMS Cloud.

If you need support regarding the ODMS Cloud, please contact <Dealer>.

If you received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.

8.3.21 User Bulk Registration Failed Notification [U-122].

This message is sent when bulk user registration using a CSV file fails.

Dear <Customer name>,
Bulk user registration using the CSV file has failed. The cause and location of the error is shown in 1, 2, and 3 below. (L = Line )

1. The e-mail address in the line below has already been registered or is a duplicate of an e-mail address in another line.
L**

2. The Author ID in the line below is already registered or is a duplicate of an Author ID in another line.

No errors

* E-mail address and Author ID that have already been registered cannot be registered again.
* Rows without errors have been successfully registered. Therefore, if you use the same CSV file and register the user that has
been successfully registered, a duplicate error will occur. Please create a CSV file containing only the lines where the error

occurred, or manually register them one by one.
3. An unexpected error occurred during user registration on the following line. If it does not succeed after trying again, please
contact your dealer.
No errors

If you need support regarding the ODMS Cloud, please contact <Dealer>.

If you received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.
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8.3.22 Partner Account Deleted Notification [U-123].

This message is sent when the partner account deletion process is complete.

Dear <Customer Name>, -> <Primary Administrator>

Your account information has been removed from the ODMS Cloud by <Top Partner>.

If you would like to register your account with the ODMS Cloud again, please contact your <Top Partner> or
contact OM System directly.

If you received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.

8.3.23 Partner Account Edit Notification [U-124].

This message is sent when you have finished editing your partner account information.

Dear <Customer Name>, -> <Primary Administrator>

Your account information has been edited by <Top Partner>.

To check or change your account information, please log in to the ODMS Cloud.

URL: https://odmscloud.omsystem.com/

If you received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.

8.3.24 Issued Trial License Notification [U-125].

This message is sent when you issue additional trial licenses.

Dear <Customer name>,

Thank you for choosing ODMS Cloud.

We have granted [<10>] trial licenses to your account which is valid for <30> days. During the trial, you can try all
the features of ODMS Cloud.

If you wish to continue using ODMS Cloud after the trial period has expired, please contact an authorized OM
SYSTEM audio dealer to purchase annual licenses. Various settings including dealer selection can be configured

within ODMS Cloud under the Account tab.

Please log in to ODMS Cloud to configure your user setting and and verify the license expiration date.
URL: https://odmscloud.omsystem.com/

After you have selected a dealer, to request the number of licenses please select Subscription tab. Licenses issued

by dealers will be stored in your license Inventory.

If you need assistance with ODMS Cloud, please contact your selected approved OM SYSTEM audio dealer directly.

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.
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8.3.25 Forced Email Verification Notification [U-126].

This message is sent when an administrator enforces forced user verification.

Dear <Customer name>,

Your user information has been registered in the ODMS Cloud. To complete the user registration, your email
address must be verified. Since you were not able to complete the verification, your administrator has forcibly
verified your email address on your behalf.

To sign into the ODMS Cloud, please select "Forgot your password?" from the ODMS Cloud sign-in screen and
follow the instructions to set your password. Once your password has been set, you will be able to log into your
ODMS Cloud account

Please be aware that you might not be able to properly receive email notifications from the ODMS Cloud since you
may not have received the initial verification email. This may be due to restrictions placed on your system. Please

consult your company's IT administrator to resolve any problems receiving email notifications from the ODMS Cloud.

ODMS Cloud Top page
URL: <ODMS Cloud Login URL>

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.

8.3.26 Trial License Expiration Warning [U-127].

This message is sent when you have 14 or fewer days left on your trial license.

Dear <Customer name>,

Thank you for using the ODMS Cloud.

The ODMS Cloud trial licenses assigned to your account will expire in 7 days. If you wish to continue using the
ODMS Cloud and have not purchased annual licenses, please order them from your preferred dealer.

If you have not set a preferred dealer for your account, please log in to the ODMS Cloud and set your preferred dealer
from the Account tab. You can also check your current license status by logging in to the ODMS Cloud.
URL: https://odmscloud.omsystem.com/

If you have received this e-mail in error, please delete this e-mail from your system.

This is an automatically generated e-mail and this mailbox is not monitored. Please do not reply.
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8.3.27 New Dictation Notification [U-128].

This message is sent when you are assigned a new transcription task.

Dear <User name>,
You have received a new dictation that needs to be transcribed.

Job Number: <Job Number>
Author ID: <Author ID>

File Name: <File Name>
Priority: <Priority>

Please log in to ODMS Cloud to confirm the details of the dictation.
URL: https://odmscloud.omsystem.com/

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.

8.3.28 Transcription Task Cancellation Notification [U-129].

This message is sent when a transcription task assigned to you is canceled.

Dear <User hame>,
The transcription task you were assigned has been canceled.

Job Number: <Job Number>
Author ID: <Author ID>

File Name: <File Name>
Priority: <Priority>

Please log in to ODMS Cloud to confirm the details of the dictation.
URL: https://odmscloud.omsystem.com/

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.

8.3.29 Transcriptionist Change Notification [U-130].

This message is sent when a transcription task that was assigned to you has been reassigned to
another Transcriptionist.

Dear <User name>,
The transcriptionist assigned to the following dictation has been changed.

Job Number: <Job Number>
Author ID: <Author ID>

File Name: <File Name>
Priority: <Priority>

Please log in to ODMS Cloud to confirm the details of the dictation.
URL: https://odmscloud.omsystem.com/

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.
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