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What’s new in Manage Jobs? e

* Enhanced Theme Selections
 Better font for viewing

» Case Prep — better analyzing of all file types

MANAGE JOBS

Select your style set for:
Themes . ~Toolbars
"« File tabs
« Dialog pane margins
* Drop-down menu colors
* Large or small icon and

menu font sizes




Preview a Theme

© Themes ®
1. Tools —
2. Options
3. Themes

New Easy to read Font

v Changed from MS San Serif to Tahoma
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Insider Tip: Pick your Font

> Tools, Options, Manage Jobs General, Dialog

> Press and hold Ctrl + Shift, click the Default Button

Dialog Settings ird ‘_l

System Dislog Font Transparency
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[] Remember Dialog Positon




Case Prep - Job Preparation

‘7 il

Why use Case Prep?

» Get suggested briefs for .,' ,;4;
words and phrases ;

> Create alist of previously used &g
or suggested briefs to remind W
you of what to be familiar with

What’s new and Improved?
More file choices

ASCII
PDF
E-Tran
Catalyst files




Case Prep — Tools menu
[ = |

Case Prep - Select transcripts/ASCI fles 1o compare
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Add Files — from anywhere on your PC
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Case Prep - Select transcripts/ASCII files to compare.
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Select additional options

© Case Prep - Options
 Words foundnot found in dictionaries.
 Phrases usedyou might want te brief
® Both
e -
- Create Dictionary Builder Liat for undefined words phrascs (® Prequency
7 Create Heats-Up List for defined and undefined words/phrascs O Werds. Ses prmaes
[“linclude stenc definitions in Heads-Up List oD
(] Sugqest briets for phrases
Report words or phrases that occur at least '_ times.
Customuze your Case Prep to surt your needs. Select what you want in the lists - words found/met found in dictionanies, phrases
e e e e
e e
Mext. W ‘selected .agngl or .sgeap files, the Case Prep - Briets dialeg
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e A e et s o S s B
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Summary of your selections
) Case Prep - Source files and Dictionary Confirmation ®
—
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[ € Catdunr PAM System Filen Personal Dictionary agdet
ovm: N
Create: Dictionary g suggestes Briefs which eccur in at
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, S
= elame . i ae
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Include previously suggested
Briefs or Reminders
O Case Prep - Briefs X
" Report Briets in Heads-Up List
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T
 RemindersUsed
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Heads-Up List
(-] Case Prep - Options n

Wonds bounc/ot o in ichonaer
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Your Results
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Heads-Up List [PHF MR. FORCHHEIMER
/PHR*L MR. LORD
T MR, TANG
Occurred 50 or more times: | etcetera £S5 /P86 MS. CARSON
nome BSTPHOEAUPHA. | | SKENRASRADBTRLS il et
carcinoma /KARS ' KW <
Deposition Exhibit /TKEPIEBGS Mary PHAEURREY ot M5 WALDRON
FOA /FLDA Morrs /PHORREUS JRIFBG Reason for change:
objecttoform (OBGTOTPORPL | propylene PROEPHRAOEPE |t Dr. Motzer
parenteral [PARREPBTRAL solvent /SOLSREPET mep B by
e " Imee Or. Gould
phamaceutical cambacyclc /KR'D certain document
/TPARPL/SAQUT/KAL Categary was marked Gould
solublity /SOUPWEULT ca-719 [PHAYEUG  marked as Gould
whereupon W-RIPOPB certain document was marked Gould Exhibit
afic >
P ot |ipir Mary Reporter
FORCHHEIMER demethaxytapamycin [RACES verel el carcinoma)

What to do with your
Heads Up List

1. Review what you have & what you need
2. Query Entry

3. Text to Dict Define

4. Suggest a Brief

5. Send to Cat Scratch




Personal Briefs

Briefs:

[Type FIRU], word, steno
[Docs/occurrences]

Personal Briefs:
[P] analysis TPHALS [1/26]
[P] what do you mean /WHAUPL [¥25]
[P] indicated /KAEUTD [3/20)
[P] off the record JOFT [¥18]
[P] dsagree /STKPWRE [4/18]
[P] providing /SRAQEUGD [4/16]
[P] technology /THROLG [3/15]
[P] | cant remember /KWRARPL [3/15)
[P] addtional TKEURBL [¥15]
[P] antibiotic /TPHAEB [V14]
[P] court reporter KROR [¥/14]
[P] do you agree [TKQURG, [3/13]
[P] contacted /KABGD [413
[P] according /KWORG [4/12)
[P] argumentative TKPWAQUET [2/11]
[P] consutant /SKUPBT [4/11]
[P] depicted TKWEUBGTD [2110]
[P] entiied /SPWELLD [2/10]

Reminders

[252]

[/38]

Reminders:
[R] talking about /TAUBG/PW-G [3/103]
[R] do you see that [TKAQETS [¥/57]
[R] objection; form /QBGS/TPORPL

[R] provided /PR*UD [3/45]
[R] understanding ISTAUPBD/-G [¥41]
[R] objection; vague /QBGS/SRAEUG.

[R] literature HREURT [3/29]
[R] if you can /TPUBG [¥25]
[R] hypothetical /HAQEUR/KAL [3/24]
[R) understand that /UPBLVSTHAPED.

[v24]
Use Briefs
Used Briefs:
[U] container [TAEURPB [1/6]

[U] manipulate /PHEUPLT [1/2]
[U] database /TK-B [1/1]




Dictionary Builder

Dictionary Builder - List

© Case Prep - Options [ = |
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Stroke from your writer
to build dictionary entries!

-] Dictionary Builder Setup

Writer. Diamante - USB v

Comm Port: COM4

Wordlist [ \CATA\USR \Dictionary Builden\Case| | Browse.

®) Start t beginning of file

Continue where | left off

Make sure your steno machine is connected and tumed On.

0K Cancel

2 Dictionary Builder

Dictionary Builder

vBuilder Tool located in Dictionary ->
Tools menu

LJF W5 Workshop ‘ L i
L @system Files Wi Dictionary Builder

vBuilder List stored in System Files >

Dictionary Builder Briefcase




EDIT TIPS

Clean up your transcript faster & easier!

Right Click — Global or Replace Dialog

- - -
O Global - J-Define 2 X
Old Text Chicago north hosprtal
Stene /KHEUBG XKHEUBO TPHORT HOPT
Mark Unmark | Mark Unmark
o 4 u] R s

P Shift F10 .
Delete ¢l faert Fieta)
Qg QrisX

caw Copy QrsC
Paste CQrisv
;_I"' » Select All QrisA ns
Old text to New text F6
Auto Number Cony Ctri+ShiftsU e
+0e

i Nugber Conversion Cuteu

(7] Add Yo Xtra Glebal  Cap Suggestions. 5
Surround with commas... ARe,

Current Job Dictionary  Surround with quates... Al
Spiit Word Qrid

CACatdusrPAMSamp  Extended Characters. FO  etagdet
Spefling Lookup. QrivF?

[ Generate Al Possit  Defrtion. F7
Adé To yordist » JE

Optiona.. | [ —om— 1 —camcer— et |

Edit shortcut keys

Delete Del
Cut Ctri+X
Copy Ctri+C
Paste Ctri+V
Select All Ctri+A
Old text to New text F6
Auto Number Cony Ctri+Shift+U
Number Conversion Ctrl+u
Cap Suggestions... F5
Surround with commas... Alt+,
Surround with quotes... Alt+"
Split Word Ctri+Il
Extended Characters... F9
Spelling Lookup... Ctrl+F7
Definition... F7
Add To Wordlist >




HOMOPHONES

Words that sound 9\

the same...

..but have different
meanings and spellings

When to use?

Wrong word written...
» they’re, their, there

Switch between Acronyms and full name...
» FBI, Federal Bureau of Investigation

Mistrans...
» commission, communication

Cycle Homophones

Assign a keyboard shortcut key

Kbd Map: Default




Homophone
add/delete or check

In Edit
v View menu - Homophones

v Tools - View/Edit Homophones

Homophone
Editor

[ stake ait nemepnones ot each atmer |

Search for Words

© Homophone Editor [2]X)
= —
-
Delets ol hemephones.
e EX % e T ®
et Com ] [roe
[t |

[ Make ail hemephanes of sach sther |
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Add or delete Words

Smarter Punctuation

Ending sentence punctuation after abbreviations fixes
automatically! No more double punctuation!

%, Examples:a.m. p.m M.D. Etc. Ph.D.
.
PRO

™

Enhanced Smart Punctuation
Remove the existing punctuation by typing the same one!

Punctuation includes:

Period

0 Question mark

mpno » Comma
semi colon

Colon
Exclamation mark

13



Smart Parentheses
Translate Option

B eattme Outpt 10 Canetien e 1o A3 AN

Tools, Advance Edit Options

Remamber last folder used for Save As Yes
Stop audio when dalog opens Yes
Cat Seratch scope User |
Detect Caps Lock Yes
Autolink after selecting attachment Yes
\iaich erving puoct ton it
(@se Enhanced Smart Punctuation No D)
Flaporters dash removes punctuation A
= Index Placeholder Assignments
= Piacehcider Index (Nore)

= Biacahoiciar a2 Dhiceial
Use Enhanced Smart Punctuation

Select Yes be able o remove punchuation by yping the curent punctuation or adamoiy existing
punciusabon by fyping the desired puncluafion regardless of cursor postion. Afion fakes place at

the end of award Default setfingis No

Reslors Default Setings | oK [ cancal | Help.

Tools, Advance Edit Options
Yes to remove or No to keep

Cat Scratch scope User
Dotect Caps Lock “es
Autoink after selecting attachment Yes
Match ending punctuation with inserted syl Yes

Use Enanced Smart Punctuation es
((Reporters dash remaves punchuation Yes ) -

- T Pacenolder Assanments

@ Flaceholder Index | (Norie)
® Flacehalder Index 2 {Mare)
@ Flaceholder Index 3 (None)

& Btacenaldos Indey 4 Lo

Reporters dash removes punctuation
When using the Reparter's Dash command, select Yes 1o hava existing punctuation removed. For
example, "G She was? What.." changes to "0. She was — what..". Select No to refain exsfing
punctuation. “Q. She was? What..." changes to "0, She was? —what. " This sstiing applies 1o the
‘Surround with Dash command also.

Restore Default Satfings H ok Cancal H Help

14



Punctuation Improvements

Toggle Punctuation on & off now

*  Quotes —
» Single Quotes — ¢
» Parens —(
g2
Ll ' L
LA

Reporters Dash —improved!

Insert your dashes Ctrl / and leave the existing punctuation

Punctuation includes:

Period
N e 1 Question mark
oW L, Comma
\mprOV"'d semi colon
4 Colon

Exclamation mark

Join current paragraph

No matter where you cursor is on the line!

Removes colloquy
o speaker name and colon
e Ly automatically !

Set Fage/Faragraph lumber

= - #f‘n Assign a keyboard shortcut

2 for command

cinsh

Frink Layoul Settings

15



Translate using CART View display

© Translete ToX
Saved Translation Options

Load Settings  Save Settings %\Aways Load Last Used Settings
Remember Setting

Output To: CARTView | dis) v
Iy == S :

View or Change CVNet ~ Passwords
Layout File: pam

Right Click & change the
CART View display

Font 3 Font. v
Transparency 3
Transparency 4 Text Alignment »
Color »
Text Alignment 4 Margins and Spacing
Color » Snap Size » Unsnap

Hide Window width

Margins and Spacing Height
Workspace
Snap Size » Full screen

Bottom Workspace
Bottom Full Screen

Hide Window

atalyst version 16. There's a lot of knew
hings in this software version and we'll
tart with manage jobs. First in manage
obs there's just a knew features called

Catalyst version 16. There's a lot of knew
things in this software version and we'll
start with manage jobs. First in manage
jobs there's just a knew features called




Toggle on/off

e Hide Active CARTView
- Right click

e Show Active CARTView

- View menu

CARTView - BCS

» Pre-scripted text
v’ Lectures

v' Church Services

CARTView - BCS

profile: “CARTVIEW" [C\CATA\UsA\BCS Pam usen\System Files\Captioning\Captio, . I

| ezspeaters | mutpleOutputs [ Contactinfo | Advanced
| Dictonaries |  Comnections | captionstyles | NIKFies

| e
Connectionsi] X 4 |5 Connection Settings \
Encoder Name CART
[[Encoder Model CARTView =
‘Connection Type Direct
Auto Reconnect v

Modem/Direct Settings
Internet Settings

Encoder Model

This s the model of the encoder to which you will be
connecting

ok [ cancel nocly | [ heb ]

17



Top 3 tips...

1. How to get better briefs
» Eliminate never used 1 stroke briefs
v’ Filter

2. Numbers — a number has translated to a digit
and you prefer the word (or vice versa)
* W*RDZ or TPHUPL/TPHUPL

3. Job defines from one file are showing up on the
next file in your writer, how to get rid of them
 Dict, J-Defines, Clear

thank you for attending

presented by Pam Szczecinski
www.tutor4computers.com

Questions?

°Case CATalyst

Contact:

am@tutor4computers.com
www.tutor4computers.com
(312) 912-7132
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