ECH Transcript Studio

Getting Started
Guide

Simple, step-by-step instructions for checking your transcripts.
No computer experience needed: just follow each step in order.
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How this works, in one sentence: you upload your transcript, the app points out things that may
need fixing, and you decide what to change. Nothing is ever changed without you clicking to
approve it, and your original file is never touched.

n Create your free account

You only do this once. New accounts get 125 free pages, no card needed.
@ Go to app.echtranscriptstudio.com.

Click Sign up and enter your email address. Follow the prompts to confirm it. Can't find the
confirmation email? Look in your Spam or Promotions folder.

You're in. You'll see "Congratulations! Your 125 free pages have been added." Each page of a
transcript you check uses one page.

@ From now on, just go to app.echtranscriptstudio.com and sign in with that email address.

Save it as a bookmark so it's easy to find: press | Ctrl |+ | D |(on a Mac, 3  + | D)) while you're

on the page.
ECH Transcript Studio YOUR WORKSPACE
My transcripts
[ [ Dashboard Start a new check or pick up where you left off.

Proofreading

Ready for your next transcript?

§3 Audio scoping - Beta X o
Open a TXT, RTF or PDF transcript. ECH Transcript Studio will guide you through checking, reviewing,

and downloading your copy.
B Pages & billing

+  New proofreading review @ Try asample first
D Help & training

Saved transcripts (0) Refresh

&

No saved transcripts on this device

Your reviews appear here after you save one. Have a .scopeit.json backup? Open it from

the proofreading workspace.

Open a review backup >

Local sign-in - Signed in

Privacy & data handling
- Drafts stay in this browser on this device, not the cloud. Download a review backup before clearing browser data or switching devices.

& Signout

Your dashboard. New proofreading review starts a check; Try a sample first opens a practice transcript.

Take the tour. Right after you sign up, click Show me around in the green welcome box. Pop-up
tips point to each button and walk you through a practice transcript. Press | Esc | to close the tour;
restart it anytime from Help & training on the left.
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9 Check a transcript

First, save your transcript from your CAT software as a TXT, RTF or PDF file. Any of the three works; a
TXT (ASCII) export gives the best results.

@ Sign in. On your dashboard, click the green New proofreading review button.
@ On the upload screen, click Choose file.

@ Find your transcript on your computer, click it once, then click Open.

ECH Transcript Studio

[5 Dashboard o Upload 2 | Review 3 | Download

[ Proofreading

STEP 10OF 3

Let's check your transcript.

B Pages & billing Choose a transcript. Your findings, notes, and corrected copy stay together in one

§) Audio scoping - Beta

workspace.
D Help & training

B

Start with your transcript

A TXT, RTF or PDF export from your reporting software.

Best results: a TXT (ASCII) export. It keeps your exact lines and pages and imports back into your
CAT software cleanly. RTF and PDF work too.

&, Choose file

TXT up to 2 MB, or an RTF or text PDF up to 12 MB. You ¢an also choose a saved ECH Transcript
Studio review to resume.

Just looking? Try a sample >

Local sign-in - Signed in
Your original file is never changed.

Privacy & data handling

The upload screen. Want to practice first? Click Just looking? Try a sample; it uses none of your pages.

The next screen shows your transcript and how many of your pages the check will use. Click
Start review. (On the practice sample this button says "Review sample suggestions.")

Wait a few minutes. A 150-page transcript usually takes under 10 minutes. Keep the page open
while it works.

Running low on pages? If your balance doesn't cover the transcript, the screen says so, with a link
to get more pages. The free built-in checks are already done either way, and you can review those
right away.
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When the check is done, choose how you want to work: click Review in transcript to go through
the suggestions on screen, or click Download report without reviewing to get a printable list to
use in your CAT software. Either one is fine.

0% decided

ECH Transcript Studio

How vour findings are sorted Hide this guide
(3 Dashboard Ready to apply Likely corrections

Mechanical fixes that never change spoken A probable word fix that could change what was

waords: punctuation, dates, dashes, spelling. Most  said. Approve each one, keep the original, or mark
Proofreading can be applied together with Accept all; a few it to listen first.

need a quick Look one at a time.
£) Audio scoping - Beta Listen first Case checks

The text alone can't tell us the right wording. Caption, appearances, exhibit index and

Check the audio before changing anything certificate. Confirm against your filed documents.
B Pages & billing
D Help & training 3 5 2 0

v 2 ey @ B®

ready to apply corections listen first case checks
Review in transcript = or & Download report without reviewing
Review each suggestion here, or download the audit report and work from it in your CAT

software. Downloading applies nothing to your transcript, and you ¢an come back to review
anytime.

v Accept all 2 eligible corrections

» See the full report here, item by item

Local sign-in - Signed in Verbatim protection stays on. Accept all includes enly mechanical fixes that never change spoken
words (such as dash spacing and punctuation under your profile). Likely corrections, case checks,

Privacy & data handling listening items and any line you edited yourself always need your individual decision.

Your audit report. The four boxes count each kind of finding.

What the four boxes mean

v Ready to apply Likely corrections

Small, safe fixes like punctuation and spelling. A word that is probably wrong, like "heart a
They never change what anyone said. What to track"” for "heart attack.” What to do: read each
do: most can be applied all at once with one and approve it or keep the original.
Accept all; a few need a quick look one at a

time.

Listen first Case checks

The app can't tell what was said from the text Names, exhibits and the caption don't match

alone. What to do: check your audio recording. somewhere. What to do: compare with your
paperwork.
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9 Go through the suggestions

If you chose Review in transcript, your transcript appears on the left and one suggestion at a time
appears on the right.

0% decided
ECH Transcript Studio

Keys: (2] apply - [0]keep- [L]listen- [U]undo

Casechecks 0 [VREN Licly S

Listenfirst 2  Mynotes O  Names&terms 4

[» Dashboard

[ Proofreading

£ Audio scoping - Beta ! BY MS. REED:
. . [J show reviewed items. O Add note
2 Q. Now, Mr. Davis, turning to the
i accident
B3 Pages & billing 2 safe fixes change no spoken words (punctuation, dates,
3 ® itself, what lane were you travelling in dashes, spelling). The other 1 needs vour decision one at a
D Help & training before time.
4 the impact occurred? ' Applyall2
5 A I was in the middle lane, and then Jump o 8n ltem
when he
1. Use American spelling — Page 14, line 3 v
6 came out, he was doing light -- when he came
over,
Spelling - Page 14, line 3
7 he cut right in frent of me.
s Q. And you applied your brakes correct? Use American spelling
9 A I hit the brakes hard, yes, ma'am. Original
And I
travelling
10 slid maybe ten, 15 feet.
Suggested
T Q. Did your vehicle come into contact
with
traveling
Local sign-in - Signed in
Page 14-10f 2 > "traveling" is the US spelling of "travelling"; the

Privacy & data handling word is the same.

Read the suggestion. The top box (pink) is what the

transcript says now. The bottom box (green) is the Spelling - Page 14, line 3
suggested change, with the reason under it. Use American spelling
If you agree, click Apply correction. If you don't, Original
click Keep original. The next suggestion opens by travelling
itself.
Suggested
traveling

"traveling" is the US spelling of "travelling"; the
word is the same.

+ Apply correction Keep original

Verify instead
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A withess's own words

Steno conflict - Page 14, line 14

Witnesses sometimes really do say the wrong word, and
the record keeps what they said. So when a suggestion
would change the words of a witness's answer, the app

Resolve the verb conflict

Original

an swang**vrb the doors open

never changes it for you: the card says "Witness's answer

— flag On[_y. ! Suggested
@ Click Add to listen “St, then listen to your audio. and swung the doors open
If it needs fixing, fix it in your CAT software. Or click The steno conflict "an swang" reads as "and

swung" here: the bar tore off and the doors swung

Keep original if it was said that way. ooen

Punctuation, capitals and spelling-only fixes in answers

Witness's answer — flag only. The app never

can still be applled as usual. changes a witness’s words. Listen, and fix it in your
CAT software if needed.

6d Add to listen list Keep original

Fix a line yourself

Click on the words of any line and type your change. Press | Enter | to save, or | Esc | to cancel. To leave
yourself a reminder, click the line number on the left, type your note and save it; your notes print in
your report.

Page 14 + Show original
1 BY MS. REED:
2 Q. Now, Mr. Davis, turning to the 4
Done editing

3 ® itself, what lane were you travelling in
A Tatave e et

before

Keyboard shortcuts and Undo
A |apply -| 0  keep original - | L |listen first -| U | undo. Made a mistake? Click Undo last change at the

top right; every choice can be changed later.

Keeping track: the bar at the top shows how many suggestions were found, how many you applied or
kept, how many are left, and the percentage decided. You don't have to finish in one sitting; your work
saves by itself on this computer.
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° Download your finished files

Your original file is never changed. You download new copies.
@ Click the green Finish & get my files button at the top right of the review screen.

Under Your files, click Download .txt to get your corrected transcript, with only the changes you
approved. This is the one to bring back into your CAT software.

@ Want to edit or print it in Word? Click Download .rtf. It keeps the same pages and lines.

Click Download PDF to get the full audit report: every finding, your decisions, the page-and-line
change list, your notes, and a processing record for your job file.

ECH Transcript Studio Backup New transcript

B5 Dashboard ¥ | Upload v Review o Download

[ Proofreading

STEP 3 OF 3 - PRACTICE SAMPLE
§3 Audio scoping - Beta
YOUR FILES

B Pages & biling Your corrected copy is ready. Follow-ups
D Help & training remain.

Your original file is unchanged.

Your files

o=
B B :
Corrected transcript Corrected transcript for Audit report

For CAT software ( txt). Only Word PDF of every finding, your

the changes you approved To edit o print outside CAT decisions, the page-and-line

(stf). Same pages and lines. change list, notes, and a
processing record for your job

file.

» Line and page numbers: on / on - see a preview

Local sign-in - Signed in

P
Privacy & data handling 8 suggestions still need a decision.

Finish reviewing suggestions

Your files go to your computer's Downloads folder.

Line numbers: if your CAT software adds its own line or page numbers when you import, open
Line and page numbers under the three boxes and uncheck them. A preview shows exactly how
your file will look, and the app remembers your choice.

One important habit: these fixes are for this job only. Don't add sound-alike fixes to your CAT
dictionary for good; the same strokes can be right in a different job.
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e Coming back later and getting more pages

@ Sign in. Your dashboard is your home page.

@ Scroll down to Saved transcripts and click a job to continue where you left off.

Use the same computer and web browser for a job until it's finished. Saved work is kept in the
browser on that computer. To move a job to another computer, click Save a review backup on the
download screen first, then open the backup on the other computer.

Running low on pages?

Click Pages & billing on the left. You can:

e Buy pages as you need them (50-page minimum). Pages you buy never expire.

e Choose a monthly plan for a lower price per page. Unused plan pages roll over, and stay for 60
days after a plan ends. Plan members can Top up at their plan's rate anytime.

e Add pages now and pay later, on a date you choose, once you've paid for pages before.

Earn free pages

If the check missed something in a transcript, or suggested something wrong, click

Did we miss something? on your dashboard or the download screen and tell us. A few words of the
line are enough; leave out names and other confidential details, because what you send is saved with
your account and emailed to us. When we confirm it, we add 25 free pages to your account.
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If something goes wrong

It seems stuck. Give it up to 10 minutes and keep the page open. Big transcripts take
longer. If you close the page partway, the pages for sections that never
ran come back to your account.

My PDF or RTF won't open. A PDF may be a scanned picture of pages. Save a TXT file from your CAT
software and try that instead.

I can't find my saved job. Use the same computer and browser you used before, and sign in with
the same email.

A suggestion is wrong. Click Keep original. Nothing changes unless you approve it.
| clicked the wrong thing. Click Undo last change (or press| U ).

I didn't get the confirmation email. Check Spam and Promotions. Still nothing? Use the Contact us page and
we'll help.

Cheat sheet

@ Go to app.echtranscriptstudio.com and sign in.

@ Click New proofreading review — Choose file — pick your TXT, RTF or PDF file.
@ Click Start review. Wait a few minutes.

@ Click Review in transcript, or Download report without reviewing.

@ For each suggestion: Apply correction or Keep original. For a witness's answer:
Add to listen list, listen, and fix it in your CAT software.

@ Click Finish & get my files - Download .txt (and Download PDF for the report).
Need help? Go to echtranscriptstudio.com/contact and send us a message; we usually reply

within one business day. Tell us what you were doing and what you saw on the screen. We're also
happy to hear what the app missed or got wrong; it helps us make it better.



