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Audacity Transcriber

Purpose

The Audacity Transcriber program facilitates the processing of files from the Audacity Digital Recorder,
Audacity TAM application, and most other digital recorders. This program provides a foot pedal control to
listen to the audio file while simultaneously providing a built-in Rich Text Format editor, or allowing the
use of Microsoft Word for transcribing the audio content.

Features
e Built-In Rich Text Format editor with spelling checker

e Option to use Microsoft Word for text editing

e Automatic inclusion of AWI file (an exclusive Audacity enhanced feature) information in document
e Large or small audio console screen

e Choice of backgrounds for audio console screen

e Foot pedal, keyboard, or on-screen control of audio playback

Installation

Run the supplied setup program. A shortcut icon for Audacity Transcriber will be placed on your desktop.
If you are going to use the foot pedal, plug the foot pedal cable into an available USB port on the PC. You
may be prompted to insert your Windows disk to load additional drivers. If this is the case, follow the on-
screen instructions.

In order to better understand each of the Setup Options you are encouraged to read the sections on using
Transcriber first.

Using Transcriber

Screen Options

The user has a choice of two screen sizes for the audio console. The large screen indicates audio
activity on two graphic displays (these can be turned off via the Screen menu). In addition there is a file
position pointer that may be used to manually select the portion of the file to listen to simply by
grabbing the slider with the mouse and dragging it to the desired point. Features shared by both the
large and small screen include adjustable volume and speed sliders, a button to access the PC Host
files, and selectable backgrounds. A Stay-On-Top option is available for the small screen (only) that
allows the audio console to remain visible on the screen while entering text in the editor. The small
screen shows two time values, the current position in the file and the total length of the file. Tool-tips
are available for many of the items on the main screen, just hover the mouse over the control to view
the keyboard shortcut assigned to the control.

Player Controls

The cluster of 5 player icons form the on-screen player controls. They are, from left to right, Skip Back,
Play, Pause, Stop, and Skip Forward. Inactive controls are shown in silver, and available controls are
shown in gold. There is also a text display, located below the file position bar that indicates the state of
the player. The player may also be controlled from the function keys F2 through F6 (hover the mouse
above an active key for a reminder of the associated function key). Also, while the file is playing or
stopped you can drag the position pointer to a new location and the file will play from that point.

There are slide controls for volume and speed; just grab the slider with the mouse and drag. You can
reset each control to its center position by double-clicking on the control label, or pressing CTRL-O for
volume or CTRL-P for speed. The volume and speed can also be controlled from function keys F7
(increase) and F8 (decrease) in combination with Shift for volume or CTRL for speed.

All of these screen controls work while Transcriber is the active application. If you are using Microsoft
Word as your editor, you must switch back to Transcriber to adjust the screen controls (the foot pedal
will function normally while typing in Microsoft Word). If you are using the built-in RTF editor the
controls continue to work from within the editor.
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Audacity Transcriber

If you are using the foot pedal to control the audio player, each section of the foot pedal will initiate a
player function according to the settings made in Removable Device Settings.

Host Files
On the main screen you W[" lfmd CI R Audacity Transcriber PC Host Files $ (=1
button labeled ‘Host Files’. Clicking on _ -
this button will open another window ™ El
that allows you to view the filenames  pu | sop | Editet| Load | Exit
and locations of the files that have been
Fiter: [oway =] Up1 Level
transferred to the PC. i |
. . . . !Name ¥ |Type |Status !Comments iText EDuration iFoIder |
CIICk“:]g on a COIUmn headlng WI” Sort WY ew MO 003 C:\Program Files\asTiRecordingsi T2
th.e dISplay t?ased O.n the COIlJmn yOU 0731 1320 11.'WwaY  File Tew MO 09 C:\Program Files\AST\RecordingsiT2
clicked, Cllemg again will reverse the 0731 1320 3LWAY  File  New MO 0:07  Ci\Program Files\ASTiRecordingsiT2
order. You can navigate to other folders  |qmors: 100909 was Fie  ew MO 012 | Ci\Program Files\4ST\Recordings\T2
by clicking the ‘Up 1 Level’ button and |73t 103753 way File | bew NO 0:07  C:iProgram Files\ASTiRecordings|T2
then dOUb|e-C|ICkIng on the f0|der you QMO731 111432, WAy File Tew MO 17 C:\Program FilesiasTi\Recordingsi T2
E2. AN File Tew MO Oil6 C:\Program FilesiasTiRecordingsi T2

want. If the folder you want is already
displayed you do not need to click the
Up 1 Level button, just double-click the
folder name. The columns can be
resized by clicking on the separator line
in the heading bar and dragging.

The Find Author window provides a
quick method of locating files
associated with a particular author
(when author folders have been
defined). You may either use the pull-
down menu to select the author, or type the first few characters of the author’'s name in the window; the
display will automatically jump to the base folder for the author chosen. Do not rely on the information
displayed in the ‘Find Author’ window to determine your current folder as navigating through the folder
tree can change it without updating the ‘Find Author’ window. The Folder column shows the actual
folder at all times (If the full pathname is not visible, hover the mouse pointer over the folder name and
a pop-up tool tip will reveal the full path). If the filename shown does not have a file extension, then the
name displayed is that of a folder; double-click on the folder name to access the files stored within.
Clicking on a filename will play that file if the Auto Play option has been enabled. If Auto Play has not
been enabled you may click on the file name and then click the Play button to listen to the file. If you
right-click on a filename you will have other options available. Displayed files are filtered to show only
files with a WAV extension, however, you may use the Filter pull-down to display AWI, RTF, or DOC
files.

Clicking on a file name and then clicking Edit Text will open the editor with the contents of the
associated AWI file inserted at the beginning of the document and the WAV file will be loaded in the
audio player. Double-clicking on the WAV filename from the Host Files screen will both open the editor
and load the associated audio file. To just load an audio file, click on the WAV file name and then click
on Load.

The AWI file is an exclusive enhanced feature of the Audacity recording system. It is used to transfer
information such as the author’'s name, comments, and subject that were created (or added) with the
audio file. When audio files are created in conjunction with a database application selected fields from
that database may also be included in the AWI file. The same is true for files created with the Audacity
DVR Professional Web Edition. Each audio file has a filename with a WAV extension and its
associated AWI file will bear the same name with an AWI extension.

The Status column displays the current status of the associated file. It is set manually by the
transcriptionist. Click within the right side of the status box and you can select from several choices.
This information will be visible to users of the LAM program when it has been set up to share a
common file location and is run on the same PC or LAN.
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The Text File column indicates the existence of either a Real Text Format (RTF) file or *.doc file when
such file has been created by a transcriptionist and saved in the same location as the corresponding
WAV file. This information will be visible to users of the LAM program when it has been set up to share
a common file location and is run on the same PC or LAN. Note that the filename before the file
extension must match the filename of the WAV file.

The columns can be configured to display a variety of information. See the Column Settings section of
this manual for details.

Creating A Written Transcription

Built-ln RTF Editor

The built-in RTF editor offers a number of formatting choices all available from screen buttons or pull-
down menus. These choices include font, font size, font style, font color, and font effect. The editor also
offers paragraph bullets, text alignment, and spell checking. Rich Text Format files will be saved in the
same folder as the audio / AWI file. Use Save As from the file menu to save to a different location.

Using Microsoft Word

If you elect to use Microsoft Word as your editor (set in System Settings), when you open a file for
editing the file will open a Word document. Information from the associated AWI file will be placed in
the new document; however, the cursor will need to be moved manually to the end of the file. The foot
pedal will function normally while using Word, however the screen controls function keys (including
bookmark controls) will not work. To use a screen control or its equivalent function key you must first
make Transcriber the active application either via the Alt-Tab control or selecting the application with
your mouse. The default location for saved files will be the same folder that the audio / AWI file is
located in, and the default document format will be as a Microsoft Word document. You may use the
Save As feature of Word to save the file to a different location.

Bookmarks

The Audacity recording system supports two classes of bookmarks. Bookmarks added from the
handheld device will display as alpha characters while those added from the Transcriber program will
appear as numeric characters. There are a total of 26 available bookmarks for the handheld device
users convenience. The Transcriber program is limited to 9 bookmarks. Bookmarks help both the
Author and Transcriber quickly navigate to a particular location in the file. For example, the Transcriber
may want to mark a spot that he or she doesn't clearly understand. The Author or Supervisor can then
easily jump to the section in question.

Both the large and small screens have a cluster of control buttons dedicated to bookmarks. The center
button labeled with a red B is used to add or delete bookmarks (or you can press F11). If this control is
pressed at a point in the audio file where no bookmark already exists within 3 seconds then a new
bookmark will be added. If there is an existing bookmark then it will be deleted. The arrow keys to
either side of the red B button are used to jump forward or back one bookmark at a time (the same as if
F12 or F9 were pressed without using Shift or Ctrl). If you hold down the CTRL key while pressing the
F12 or F9 key, the jumps will be limited to alphabetic bookmarks. Holding down the Shift key with the
F12 or F9 key will limit the jumps to numeric bookmarks.

While using the built-in editor, pressing the F11 key while a file is playing will insert a bookmark in the
file marked by a digit surrounded by @, a corresponding entry will be made in the associated AWI file.
Bookmarks, entered from the editor, appear on the large screen display as numbers, while those
created by the handheld device appear as letters.

All of the player function keys are available while using the built-in editor. If you are using Microsoft
Word as your editor you must task switch back to the Transcriber program to add the bookmark to the
AW files as well as manually entering a marker within the document file you are editing.

When using the small display screen and you jump to, add, or delete a bookmark the character of the
bookmark last accessed will appear to the left of the bookmark control cluster.
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Log

Program starts and stops are automatically entered in the file named LOG.TXT located in the folder
where the Audacity Transcriber has been installed. A complete history of program activity is included. On
systems where other Audacity programs such as LAM or RAM share a common location, this file is
shared and will contain entries from the other applications. Each entry includes an identifier to show the
source program. Entries relating to the Audacity Transcriber application contain ‘Trans:” immediately
following the time the activity was logged.

Setup

Upon launching the Audacity Transcriber program you will see the main screen of the application. This is
also referred to as the large screen.

File Position Indicator Player Status

B Audacity Transcriber - o] x|
Files Screen Manage Help
0731 1038 09wy
- - i & Audio Activity
4 - fTrirririr1rrrrririrnririnil Trrrrirrrrirrirrrrrrrnoil DiSpIayS

- - 0:00

Stopped

Wolume  Speed

s ] o o] GEE
Foot Pedal Found “‘Ia}ler Euntruls/ Bookmarks

Playback Controls

System Settings

The System Settings screen is reached via a menu selection located under Manage on the main
screen. If you are using the companion LAM or RAM program, the base folder is defined in these
programs and it is not necessary to define it here, otherwise, you can set the base folder here. The
base folder is the folder where Transcriber looks for audio files. If authors have been defined to use
folders under the base folders, then those files will be in sub-folders of the base folder. Also, there is a
check box for electing to use Microsoft Word as the text editor instead of the built-in RTF editor. If you
elect to use Microsoft Word as the editor, please note that when the document opens the cursor will be
at the beginning of the document.

The skip forward and skip back times that are invoked by the skip-forward and skip-back controls are
also set from this screen. The default value is 6 seconds for each.

©2003, 2004 Audio Storage Technologies, Inc. Page 4



Audacity Transcriber

Author Settings
Selecting Manage and then Author Settings from the main [FERETREEEHTERRITTEE =1l x]
screen will bring you to the author setup screen.

If you install Transcriber in the same folder as the Audacity .
companion LAM or RAM programs (and LAM or RAM has ‘e |

Authar Setupr

already been configured), this information will not need to be Author:  [ontos e
entered, as |t W|” come from Shared resources. Authar Folder: T:\Pragram Files\AS TARecardingst

. . . i '_
If you are using a different program or device to supply the ke ecoid [

audio files, you enter the authors name in the space
provided. To add a new author, click the New button and
enter the information. Be sure to click Save between entering
author names. When you are done click Save and Exit. To
delete an author, select the name from the top window and
then click Delete and click Save. If the LAM or RAM program
exist in the same folder as Transcriber, the box for Use
QuickMemo/Record Folders will display a check mark if this
option was selected when setting up either of those How | pelte | Concel | sme | Savesnde |
programs and will be grayed out. It indicates whether the files associated with an author are all stored
in the author’s folder under base folder (unchecked), or in additional subfolders named QuickMemo,
Record, and Misc. (checked).

Foot Pedal Settings

The Foot Pedal Settings menu (under the Manage menu) allows the user to define the action to be
invoked by each of the three switches on the foot pedal.

The default settings are Center: Play / Pause: Left: Fast-Rewind: Right: Fast-Forward.

Registration
From the Manage menu, select Registration Settings to reach this screen:

_lol x|

It will be necessary to contact support@audacityaudio.com to [ MLGURAL TR L (e (L]

obtain a valid registration code (it is based on the install ID | .0 [55TT  [CTOK  [OSHK  [O=2FS
generated at the time of installation). You will be supplied with . atian Code: " | | | |
a registration code that you enter here. Once the registration

code has been entered, the Trial Software message will be Installed on 0 /20/03 ot 08:49:56,
removed from the bottom of the main screen. Please be sure aory | Bt |
to obtain and enter this information before the trial period

ends.

Demo Mode

The demo mode offers the ability to automatically play files as they arrive in the specified folder. The
default setting is for the demo mode to be disabled (off). This feature is available as a convenience for
those individuals having a need to demonstrate this program and should not be enabled under normal
usage conditions. The demo feature may be run in either of two modes, Auto or Manual. When running in
Demo Mode, the specified folder is checked for new files every xx seconds (where xx is the time value set
for the demo mode). In the Auto mode, whenever a new file arrives in the specified folder, that file is
played. If several files arrive during the same time period, the most recent arrival will be played. In Manual
Mode, the files are not automatically played, however, a button labeled ‘Demo’ appears on the screen.
Clicking on this button causes the most recent file to play.

From the Manage menu, select Demo Settings to set the demo mode and folder to check for new files.
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Ignored Data Fields

Enter the exact field names from the AWI file that you do not want copied to the transcribed document. A
number of entries exist by default. You can also set the list to the default values by clicking the 'Set
Default' button

Column Setup

The Host Files screen can display up to eight columns of information. The columns may be resized as
needed. You may arrange these columns in any order with the exception that column 1 must be file name
and occupy the left hand display position. You may include or exclude the fields to be displayed. You may
use the pre-defined field names from the drop-down menus or you may type in your own column heading
that corresponds to a field that is available in the AWI file.

Auto Play
Checking the Auto Play item in the Manage menu will enable the immediate preview of an audio file when
it is selected in the Host Files list.

Technical Support

For technical support call 954-229-5050 Monday through Friday 8:00 AM till 5:00 PM Eastern Time. You
may also send E-mail to support@audacityaudio.com.
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Audacity Audio Product Terms and Conditions

Please read this document carefully.

The terms and conditions in this document constitute the entire agreement between Audio Storage
Technologies, Inc./dba Audacity Audio and customer for the sale of products and license of software. By
ordering the product, the customer agrees to be bound by these terms and conditions. If you do not agree
to these terms and conditions, please do not order this product.

LIMITED WARRANTY

Hardware

Audio Storage Technologies, Inc. ("Referred to as Audacity Audio"), warrants to the original end user that
purchases this product new from Audacity Audio or its authorized distributors (“Referred to as Customer”)
that this audio hardware product, but not the headphones, carry case or any other associated product
("Product") will be free from defects in workmanship and materials, under normal intended use, for sixty
(60) days from the date of original purchase. Audacity Audio‘s sole obligation under this express warranty
shall be, at Audacity Audio‘s option and expense, to replace the Product or part with a comparable
product or part, repair the Product or part, or if neither repair nor replacement is reasonably available,
Audacity Audio may, in its sole discretion, refund to Customer the purchase price paid for the Product or
part. Replacement Products or parts may be new or reconditioned. All Products or parts that are replaced
become the property of Audacity Audio. Audacity Audio shall not be responsible for Customer's or any
third party's software, firmware, information, or memory data contained in, stored on, or integrated with
any Products returned to Audacity Audio for repair, whether under warranty or not.

Software

Audacity Audio warrants to Customer that the Desktop Companion software, PDA software and
embedded application software in the form supplied by Audacity Audio ("Software") will perform in
substantial conformance to its program specifications, for a period of sixty (60) days from the date of
original purchase from Audacity Audio or its authorized distributor. No updates are provided. Audacity
Audio does not provide any warranty for any third party applications software that may be included with
the Product that is licensed to Customer by the third party. Audacity Audio's sole obligation with respect to
this express warranty shall be (at Audacity Audio's discretion) to refund the purchase price paid by
Customer for any defective Software, or to replace it with Software that substantially conforms to
applicable Audacity Audio published specifications.

Obtaining Warranty Service--Customer must notify Audacity Audio of any defect in the Product or
Software within the applicable warranty period and provide dated proof of original purchase from Audacity
Audio or its authorized distributors to obtain warranty service for the defect. Audacity Audio will provide a
warranty service authorization in response to each such notice and the Customer must deliver that
warranty service authorization with the Product or parts. Audacity Audio is not responsible for Customer
Products or parts received without a warranty service authorization. In the United States, Audacity Audio
may ship a repaired Product or replacement Product as soon as reasonably possible, which will be no
later than sixty (60) days after Audacity Audio receives the original Product. Repaired or replacement
Products will be shipped to Customer at Audacity Audio’s expense. The repair and replacement process
for Products or parts in locations outside of the United States will vary depending on Customer's location.

Audacity Audio shall not be liable under this warranty if its testing and examination disclose that the
alleged defect in the Product does not exist or was caused by misuse, neglect, improper installation or
testing, unauthorized attempts to open, repair, or modify the Product, or any other cause beyond the
range of the intended use, or by accident, fire, lightning, other hazards, or acts of God. This warranty
does not cover physical damage to the surface of the Product, including cracks or scratches on the
outside casing. This warranty does not apply when the malfunction results from the use of this Product in
conjunction with any unauthorized products and Audacity Audio determines that there is no fault with the
Product itself.
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WARRANTIES - EXCLUSIVE

TO THE EXTENT ALLOWED BY LAW, THE FOREGOING WARRANTIES AND REMEDIES ARE
EXCLUSIVE AND ARE IN LIEU OF ALL OTHER EXPRESS OR IMPLIED TERMS, INCLUDING
WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE AND NON
INFRINGEMENT. AUDACITY AUDIO MAKES NO WARRANTY OR REPRESENTATION THAT THE
SOFTWARE WILL MEET CUSTOMER'S REQUIREMENTS, THAT THE OPERATION OF THE
SOFTWARE WILL BE UNINTERRUPTED OR ERROR FREE, OR THAT ALL DEFECTS IN THE
SOFTWARE WILL BE CORRECTED.

LIMITATION OF LIABILITY

TO THE FULL EXTENT ALLOWED BY LAW, AUDACITY AUDIO ALSO EXCLUDES FOR ITSELF AND
ITS SUPPLIERS ANY LIABILITY, WHETHER BASED IN CONTRACT OR TORT (INCLUDING
NEGLIGENCE), FOR INCIDENTAL, CONSEQUENTIAL, INDIRECT, SPECIAL, OR PUNITIVE
DAMAGES, OR FOR LOSS OF REVENUE, PROFITS, BUSINESS, DATA, OR OTHER FINANCIAL
LOSS ARISING IN CONNECTION WITH THE PRODUCT AND SOFTWARE OR ITS USE, EVEN IF
AUDACITY AUDIO HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES, AND LIMITS
ITS LIABILITY TO REPLACEMENT, REPAIR, OR REFUND OF THE PURCHASE PRICE PAID, AT
AUDACITY AUDIO'S OPTION.

Notice to Customers

Some countries, states, or provinces do not allow the exclusion or limitation of implied warranties or the
limitation of incidental or consequential damages in some cases, so the above limitations and exclusions
may be limited in their application to you. When the implied warranties cannot be excluded in their
entirety, they will be limited to the duration of the applicable written warranty and to the extent permitted
by law.

LICENSE OF SOFTWARE
Software License

THE SOFTWARE INLCUDED WITH THE AUDACITY AUDIO PRODUCT IS LICENSED TO YOU, NOT
SOLD.

Audacity Audio grants you a nonexclusive, license to use the Software, subject to your compliance with
the terms and restrictions set forth in this Agreement. You are not permitted to lease or rent, distribute or
sublicense the Software or to use the Software in a time-sharing arrangement or in any other
unauthorized manner. Further, no license is granted to you in the human readable code of the Software
(source code). Except as provided below, this License Agreement does not grant you any rights to
patents, copyrights, trade secrets, trademarks, or any other rights in respect to the Software. The
Embedded Application Software is solely licensed for use as pre-loaded on the Product and in connection
with Audacity Audio Products. The Desktop Companion Software and PDA Software and supporting
documentation may be copied only as essential for backup or archive purposes in support of your use of
the Software as permitted hereunder. You must reproduce and include all copyright notices and any other
proprietary rights notices appearing on the Software on any copies that you make. The license granted
hereunder is conditional on the receipt by Audacity Audio of any applicable fees.

Assighment

You may transfer the Software and this Agreement to another party in connection with a transfer of the
Product on which the Embedded Application Software is pre-loaded, if the other party agrees in writing to
accept the terms and conditions of this Agreement. If you transfer the Software, you must at the same
time either transfer all copies of the Software as well as the supporting documentation to the same party
or destroy any such materials not transferred. Except as set forth above, you may not transfer or assign
the Software or your rights under this Agreement.
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No Reverse Engineering

Modification, reverse engineering, reverse compiling, disassembly, or removal of the Software from the
Product on which it is pre-loaded is expressly prohibited, except to the extent that such activity is
expressly permitted by applicable law notwithstanding this limitation.

GENERAL
Export Restrictions

You must not export or re-export the Product or Software or accompanying documentation (or any copies
thereof) or any products utilizing the Software or such documentation in violation of any applicable laws or
regulations of the United States or the country in which you obtained them.

United States Government Legend

If you are acquiring the Software on be-half of any unit of agency of the United States Government, the
following provisions apply. The Software constitutes a "commercial item", as that term is defined at
Federal Acquisition Regulation (FAR) 2.101 (Oct. 1995), consisting of "commercial computer software"
and "commercial computer software documentation”, as such terms are used in FAR 12.212 (Sept. 1995),
and is provided to the U. S. Government only as commercial software (with "Restricted Rights", if
applicable). Use, duplication, or disclosure by the U.S. Government is subject to restrictions set forth in
this License Agreement and as provided in DFARS 227.7202-1(a) and 227.7202-3(a) (1995), DFARS
252-227-7013(c)(1)(ii) (OCT 1988), FAR 12.212(a) (1995), FAR 52.227-19, or FAR 52.227-14 (ALT llI),
as applicable.

Term and Termination

This Agreement is effective until terminated. You may terminate it at any time by destroying the Software
and documentation together with all copies and merged portions in any form. It will also terminate
immediately if you fail to comply with any term or condition of this License Agreement. Upon such
termination you agree to destroy the Software and documentation, together with all copies and merged
portions in any form.

Governing Law

This Agreement shall be governed by the laws applying in the State of Florida as such laws are applied to
agreements entered into and to be performed entirely within Florida between Florida residents. The
conflicts of laws principles of such laws and the United Nations Convention on Contracts for the
International Sale of Goods (1980) are hereby excluded in its entirety from application to this License
Agreement.

Severability

In the event any provision of this Agreement is found to be invalid, illegal or unenforceable, the validity,
legality and enforceability of any of the remaining provisions shall not in any way be affected or impaired
and a valid, legal and enforceable provision of similar intent and economic impact shall be substituted
therefore.
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