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Physician/MD Reference Guide 
Login Information 
 
The login on the MD application is specific to each user: 

 
After login the MD will be directed to his personalized inbox.  This is where all of the 
physician’s current completed transcriptions will be listed awaiting review, editing and 
electronic signatures.  

Inbox Landing Page 
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In all areas of the MD Portal, the Audit Trail is accessible via the  and the Patient 

Chart is accessible via the .  The Audit Trail indicates all statuses of the job selected 
and gives the information of who/when/where/what for each job. 
 

 
 
Audit Trail: 
 

 
 
Patient Chart: 
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The Patient Chart will be filled in by the information from the Patient ADT or the 
information manually entered in for the patient information by the MT (medical 
transcriptionist).   

MD Alert  
 
All reports that need the dictator’s attention that have been sent to the dictator for a 
question are held in this section.  The MD Alert is sent by the account manager and/or the 
QA Proofer via the MT Application.   

 Viewing MD Alert Jobs: 

 

 
 

Select View/Edit to view the MD Alert job.  If needed, the dictator can listen to 
the original dictation to complete or respond to the Alert by selecting the 
headphones in the upper right corner.    

 

 
 

Reject/Route Back to QA or Account Manager 

 



 
 

V-SCRIPT® PHYSICIAN / MD GUIDE 
 

updated 11/06/2006                          

 
Page 5 of 9 

The dictator can edit directly on the document and sign/view next or Reject/Route 
and send a comment back to the QA Proofer.  Clicking on the Reject/Route button 
will bring up a comment box for the dictator to make comments and then submit 
will send the comment and job back to the QA Proofer.  

 

 
 

Waiting E-Signature  
 
All reports that need the dictator’s review and acceptance are held in the “Waiting E-
Signature” section of the Inbox Landing Page.  Similar to the MD Alert documents, the 
dictator select View/Edit to review, edit and make changes to the current document (the 
corrected document is saved automatically when signing and continuing to the next 
report). 
 

 

 Group Signing 

 
The dictator is able to group sign by either checking the appropriate boxes next to 
the reports needed to be signed or choosing “Select All” and then “Sign Selected” 
to sign all reports that are visible in the Waiting E-Signature Inbox. 
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Advanced Search 
 

 

Patient Quick Search 
 
This search is used to quickly search for a patient by any of the listed criteria.  After 
entering the criteria, press Search to bring up the result. 

Explanation of Advanced Search Criteria 
 

1. Organization-select a specific organization or “All” to search all organizations 
2. Department-will populate specific departments assigned to the organization 
3. Location-select a specific location or “All” to search all locations 
4. Dictator-will populate specific dictators assigned the organization selected 
5. Report Status-use drop down menu to narrow the search to a certain status 
6. Download Status-select all, not previously downloaded or previously downloaded 
7. Worktype-will populate specific Worktypes for the organization selected 
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8. MD Alert-check if searching specifically for jobs that have a MD Alert 
9. Job #-searching for a particular job number 
10. Patient info-search for a specific patient name, MRN or Date of Birth 
11. Date Range-search for DOS, Transcribed Date, Dictation Date, Last Updated, etc 

with specific date or date range 
 

Results Explanation 
 

 
 

1. Job ID-job number for job and link to listen to dictation 
2. DOS-date of service 
3. Patient-last name, first name of patient 
4. P. ID.-patient ID or MRN 
5. DOB-date of birth of patient 
6. Dictator 
7. Org-organization of document 
8. Location-location inside the organization of document 
9. WT-WorkType noted for document 
10. Status-current status of job 

 

Downloading Documents 
 

 
 

Download All 

 
 
Select “Download All” 
 
Downloads all documents from the result into a zip folder to be saved on the local 
machine 
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Download Selected 

 
 
Place a checkmark to the left of each document to download  
 
Select “Download Selected” 
 
Result will download a zip file with the selected documents needed to download 
 

Download Manifest 

 
 
Select “Download Manifest” to download an Excel Spreadsheet listing all jobs 
 

 
 

Outbox 
 
Drop down lists areas of the Outbox that can be pulled up 
 

 
 

Request Forms 
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Stat Request 
 
This function is to allow the dictator to inquire about a dictation that he/she can not 
locate.  This is used to request that the dictation be completed as noted in the Stat 
Request.  (i.e. immediately, appointment today, etc.)   
 
Fill in all information that is available  
 

 
 
Select “Submit” to send the request for investigation 
 

CC Request 
 
This function allows the dictator to send a request to add a CC Dictator to the system. 
 

 
 
Select “Submit” to send request to application 
 
 
 


