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Guidance on Dictation System 

The process of sending digital audio dictation is very simple and can be followed easily by going through these steps:
1. Record your dictation on a Dictaphone. 

2. Download recorded dictation on your computer system.

3. Uploading Digital files for transcription

4. Download Digital files after transcription

Computer System Requirement (Minimum Requirement)

All the latest PCs are more than 100 times advanced then the requirement outlined below, this section may be ignored, may be required to check if using very old PC.

- Operating system: 98/Me/2000 Professional (hereafter called Windows 2000)/Windows XP
- PC: IBM PC/AT compatible PC

- CPU: Intel Pentium II class 333 MHz processor or better

- RAM: 64 MB or more

- Hard drive space: 10MB or more (plus space for sound data files)

- Sound card: Creative Labs Sound Blaster 16 or 100% compatible sound card

- Display: 800x600 pixels or more, 256 colors or more

- CD-ROM drive: Double Speed CD-ROM

- USB port: One or more free ports

- Audio I/O terminals: Microphone input and earphone (or speaker) output

Notes

· USB ports are not available on PCs running Windows 95 or that have been upgraded from Windows 95 to any other OS. An optional PC Card adapter or floppy disk adapter is needed to download audio files to such PCs.

· Certain functions, such as remote and direct recording, do not work on PCs that don't have USB ports.
Record Your Dictation on Dictaphone:

If you are familiar with the process of recording dictation on Dictaphone please go to the next section on Uploading Digital files for Transcription
Figure 1: Showing two Olympus DS 3000 and Olympus WS-100.

1. We recommend any good quality digital recording device, which can provide good sound quality output. We have shown the two devices in the figure. 

2. You will need to read the manual with regard to using the menu settings.
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· The information provided in this document is not sufficient. This information is provided to get you the feel of the features available on a typical Dictaphone. To know the full operational features on your Dictaphone please refer your user manual. 
Recording Modes:

All the Dictaphone comes with a number of recording modes. These modes are classified on two counts, Voice quality and recording time. There are number of ways the recorder provider may classify these recording modes like sampling rate, sound compression ratio. We like to receive the files which gets very good sound quality e.g. ‘HQ’ mode or ‘SP’ mode with regard to Olympus Dictaphone. We strongly advice not to use the ‘LP’ mode of recording as this will give a very poor quality of sound recording. 

Microphone Sensitivity
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In almost all Dictaphone, microphone sensitivity is adjustable to meet the recording needs:

Figure 2: Demonstrate to adjust the microphone sensitivity on an Olympus Dictaphone (Olympus DS 330).

Connecting to your PC

     (a)
(b) 


Figure 4: (a) USB port for accessing the transcription audio (b) Connected to your computer via USB Cable on WS – 100 Dictaphone.
There are a variety of dictation recording options available on the Dictaphone of any make. We shall therefore, highly recommend going through the manual before using device. 

Uploading files for Transcription
There are three ways by which you can send your recorded files. 
1. Send as an email attachment.
2. Upload via FTP client like cute FTP or WS_FTP or Smart FTP.
3. Upload via Microsoft Internet Explorer Service Pack 6

1. Sending as an Email

You can send your all recorded dictation through your email client to us as an attachment. We shall download the dictation, once we receive them. This is very easy process, but it is time taking as you need to upload all the files one by one. It is believe that the client is familiar with the operation of the email and attachment sending procedure. We could provide the guidance in this regard if required.

2. Upload via FTP client like Cute FTP, or WS_FTP, or Smart FTP (Recommended)
We prefer this process of sending files. This is again a very easy process and required very little effort to get used to it. 
Smart FTP Tutorials for Windows Computer: 

Smart FTP is available for FREE on Download.com. Please cut and past the URL provided below to download the SmartFTP on your Internet Explorer Browser. 

URL Link to download SmartFTP: http://www.download.com/3000-2160-10028635.html 

Tutorial for Version 2.x

The currently released version of SmartFTP is 2.x. Use the tutorials provided here for guidance on using Version 2.x

The tutorial is available on the following website http://www.smartftp.com/support/howto/ . Please cut and paste the or type this URL on your Internet Explorer Browser to know about the operation of the SmartFTP.
3. Upload via Microsoft Internet Explorer Service Pack 6

This is the easiest of all the procedure described above in order to perform the upload and download the dictations from the server. The process involves Microsoft Internet Explorer with Service Pack 6. In order to know which Microsoft Internet Explorer is running on your computer, perform the following steps.

1. Open the Microsoft Internet Explorer.

2. Look-up for the Help Menu on the task bar and check for the About Internet Explorer. Alternatively press Alt and H key simultaneously from your key board to pop-down the Help Menu on the internet explorer page and then press A from your keyboard.
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The blue line indicates the version of Internet Explorer running on your computer.

Procedure to access FTP using the Internet Explorer SP6

1. Open the Internet Explorer

2. On the address bar type the ftp.indusvalleyinc.com (Note: please do not type anything like http: or www. while typing the ftp address)

3. A window will appear asking the Username and Password, which shall be provided to you.

4. Type the Username and password and you will get access to the FTP Server. 

5. Create a folder by right clicking your mouse and from the new option select the folder and rename it for the date of uploading.
6. Double click the folder to open the folder.

7. Copy dictation from your computer and paste on the FTP server. 

8. The same procedure is applicable to download the files. 

9. After getting access to the server, copy the files and past on your computer. 

For any clarification on the above procedure please contact me at +91 98860 24388. 
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Using the MICSENS switch, choose between the CONF and DICT positions.


CONF: High-sensitivity mode that records sounds in all directions.


DICT: Low-sensitivity mode suited for dictation.


Notes


If you want to clearly record dictation, switch to DICT mode and place the internal microphone close (5 to 10 cm) to the speaker.


If the ambient (background) noise is too loud to get a clear recording even in DICT mode, we recommend that you use an ME-12 single directional microphone (sold separately).
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Insert the end A of the USB Cable to your PC


Confirm that the recorder is not in use before attaching end b of the USB cable to the PC terminal port of the recorder.


Install the software supplied along with the recorder on a CD.


Dictation recording on your recorder shall be recognized as drive in My Computer. 


Copy or Drag the files from the drive onto your desktop.





Figure 5: Shows connection settings in DS330
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