Forside

Vejledning | Express Scribe

Introduktion

Express Scribe er et program til transskribering af interviews og andre optagelser. Det er
gratis og nemt at ga til. Det kan de mest basale funktioner til transskribering og fungerer
nemt sammen med f.eks. Word som tekstbehandling.

Denne vejledning retter sig mod bade studerende pa DPU og Studentermedhjezelpere der
skal transskribere for DPU’s ansatte. Den daekker kun brug af Express Scribe pa PC. Mac
brugere kan fa lidt information i Tips & Tricks delen

Indhold:

« Installationsvejledning

« Opseetning

e Indleesning af filer

« Transskribering af filer
« Sletning (Delete) af filer
o Tips og Tricks
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Installationsvejledning

Installationsvejledning

Programmet kan downloades gratis fra http://www.nch.com.au/scribe/index.html

=} Transcribing Equipment - Free Digital Transcription Software - Microsoft Internet Explorer =i x|
Bler Qedosr s Foretngne Funitioner i | &
Orw -0 - 1] B G| s Sirowun &) (2- 2 RE-LE 3
rdose [@remimechmasbel S| [uks
@ - Eol
MNCH Saltware
Home | Download | Support | Froducts | SiteMap |

Express Scribe Transcription Playback Software
Digital Transcription Audio Player Software

Exprass Scribe is free professional audio player software for PC, Mac or Linux designed to
assistthe transcrption of audlo recordings.

The program |= installed on the typist's computer and can be controlled using a transcription
foot pedal or kevboard (with Tiot' keys), This computer transcriber application also offars
valuable featuras for yplsts including variable speed playback, mult-channel control, file
managament and more

¢ Download for Windows
S Free

Express Scribe is completely iree and can be used without any restrictions. We make it ree
with the hope you will like it 50 much you will recommend our commercial digital dictation suite il Purchase Footpedal
0 others. Please visil our Dicialion Software page. To use with Express Scribe

E'?i Purchaze Headset

T use with Express Scribe -
| | »
[] Press Qirl+D ko bookmaek this pags in your Favoribes kst T T T T [eineernet Lt

Klik pA Download for Windows

Filoverfarsel - sikkerhedsadvarsel x|

¥il du kare eller gemme denne Fil?

Mavhn: essetup.exe
Type: Program, 629 KB

Fra: v, nch,com.au

Ear Gem

potentielt skadelig for din computer. Hyviz du ikke har tillid il kilden,
ghal du ikke kere eller gemme denne software. Hyvad er nsikoen’?

Selvom filer fra Internettet kan waere nyttige, kan denne filkupe vaere

Klik pa Kar
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Installationsvejledning

Internet Explorer - Sikkerhedsadvarsel

¥il du kere denne software?
Mawn: Express Scribe
IUdgiver; MCH Software

¥ | Elere indstillinger Kt

Selvom Filer fra Internettet kan weere nvttige, kan denne Filbype vaere

pokentielt skadelig for din computer. Kgr kun programmer fra udgivere, du har

tillid til, Hvad er risikoen:

Klik pa Kar

Abn fil - sikkerhedsadvarsel
¥il du kere denne fil?
Mavn: essetup.exe
I1dgiver: HCH Software
Type: Program
Fra: C:\Documents and Settingsijwailocal SetkingsiTe. .

I¥ Sparg altid, fer denne fil &bnes

potentielt zkadelig for din computer. Kar kun programmer fra
udgivere, du har tillid bl. Hwad er nsikoen?

Selvarn filer fra Internettet kan waere nyttige, kan denne filkupe vaere

Klik pa Kar
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Installationsvejledning

x

License Agreement
Pleaze read the following important infarmation before continuing.

Pleaze read the following Licenze Agreement. Yaou mugt accept the berms of this
agreement before continuing with the installation.

1. The copyrights in thiz zoftware and any visual or audio wark, diztributed with -
the zoftware belong to MCH Software. MCH Saoftware reserves all ights. MCH
Software licenzes the distribution and installation of thiz zoftware only in
accordance with these terms.

2. By inztalling, using or distributing thiz zoftware pou, on vour own behalf and on
behalf of your emplaver or principal, agree to be bound By these termz. [F you do
not agree to any of these terms, pou may not use, copy, transmit, diztibute, or
ingtall this software.

3. Thiz zoftware, and all accompanying files, data and matenials, are distributed

"az iz" and with no warranties of any kind, whether esprezs or implied except az
reguired by lave. IF wou intend to rely on thiz software For entical purpozes pou

izt tesk it fully prior to using i, inztall redundant systems and azsume any rizk,

4, HCH Software will not be liable for any logz ariging out of the uze of thiz L‘

& | agree with these terms

" | do not agree with these terms

4 Tilhage I Meeste » I Annuller

Marker "l agree with these terms” og veelg Neeste.

x

Select Related Programs
Which related program should also be installed?

Click. on one of our Belated Products o read a description. Select which programs you
would like to inztall and then Click Mest.

: — Diezcription
Exprezs Dictate [Recommended] E

3 E Dictate i fezsional
O TexTallyword, Line and Character Cour el e

dictation recorder which rung on any

[ DialDictate Windows or Mac computer and lets
[ 'web Dictate Intemet Dictation Software users record and send dictation directly
rom their computer. Select this option to
DMSHS f th ter. Select th biar b
inztall a copy of Expresz Dictate on pour
) all py of Expl Dhictat 1
[ FastFox Typing Expander dezktop [even just for testing],

hitbpe A dwae iich, com, audeRnress

4 Tilhage

Annuller |

VIGTIGT: Fjern flueben i Express Dictate
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Installationsvejledning

'8 Express Scribe i x|

Select Related Programs
Which related program should also be installed?

Click. on one of our Belated Products o read a description. Select which programs you
would like to inztall and then Click Mest.

— Description

Expresz Dictate iz a profeszional
dictation recorder which rung on any

O TexTallyword, Line and Character Cour

[ DialDictate Windows or Mac computer and lets

[ 'web Dictate Intemet Dictation Software users record and send dictation directly

[ MsRS from their computer. Select thiz option o
) inztall a copy of Expresz Dictate on pour

[ FastFox Typing Expander dezktop [even just for testing],

hitbpe A dwae iich, com, audeRnress

4 Tilhage I |Idtar I Annuller

Klik p& Udfar. Nu installeres programmet og programmet starter selv op.

'8 0:00:00.0 Express Scribe 4 =10l x|

File Control Wiew Motes Bookmark ©ptions  Help

2 B . 2 | B &
Sync Load Cock, Scribe Mini Cptions Help ToolBox
HEX 0m- BELDS
Dictation Mame = | Sender | Dake | Time I Diur akion I Priority I Deadline
Welcome MCH Software 2002-01-29 05:10:59 0058 Mormal
1| | i
<Type nokes for the currently selected dictation here = ;I
=
I < | v 0:00:00.0 Yaolurme
I I |
> J H « » N Speed (100%)
i |
|Express Scribe v 4.29 © NCH Software | o

Der afspilles nu en pre-installeret "Welcome” introduktion, med en tydeligvis Australsk
stemme. Kan du ikke hgre denne, skal du ind og kontrollere din lyd-opseetning.
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Installationsvejledning

Du kan starte programmet ved at finde klikke pa ikonen pa skrivebordet: @]
[

eller veelge Express Scribe via Windows Start:
Express Scribe

&y Angiv programadgang og -standarder
R Remote control

B2 Windows Catalog

":g Myt OFfice-dakument

5 Abn Office-dokument

E Palycom P

fE; Programmer iIﬂ Microsoft Office r

L'..:J Dokumenter k £ Dikkafon ZYRConwertor

(¥ Indstilinger ¥+ Adobe Audition 2.0

,J S@g b @ Dickation and Transcripkion Programs — #

@) Hijzelp og support fﬁ Express Scribe k|88 Express Scribe

it T Express Scribe Help
_‘] Log jwa af...

5] Luk computeren...

|#start S B JOR G &~ O W i=lE al » G | |5]3mic...| v

Neeste side (Opseaetning)

Tilbage til forsiden
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Opsadning

Opseetning

Der er et par enkelte opseetninger der skal rettes til for at ggre programmet nemmere at
bruge:

U'8 0:00:00.0 Express Scribe -0l x|
File Control View Notes  Bookmatk | Options Help

% % E’] [ ) Playback. ..

Pedal and Hat Kewvs. ..
b Load Dok . ;
Autamatic Incaming. ..

E X| lU'J @*|%E File Tvpes. ..

Speech ko Text, .,

b Sender

....................................................... DISk USEIEIE. o

Dickation MNarme

0 0 e 3 Marmal
Welcome MCH Sa R 05:10:59 Mormal
Other,..
4 | i
<Type nokes For the currently selected dictation here ;I

<.
I | | ] 0:00:00.0 Volume
I I |
> i 4 dd bl b Speed (100%)
B = ]
|Express Scribe v 4,29 @ NCH Software | 7

Klik pa Options og veelg Playback
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Opsadning

Flayback I Eu:untr-:ull Inu:u:umingl File T_I,Ipesl Speech ko Te:-:tl Digk Llsagel Displa_l,ll Other I

— Plavhack.

Sound Device

Yolurne Lewvel | I

Yariable Speed Slow [%] Al -

Yariable Speed Fast [%) 150 -

[ Usze the old method of slowing down the zound file [SPS SPEED]

Clarity low frequency cutoff method IFuII Baze QHz

Auta backstep on stop [0 - 5000ms] Im
~ Rewind and Fast Forward

fode; | Increasing Speed j

Step [mz] Speed [%] bo [%]
Frewind {500 =] |150 = |a00 =
Forward {500 = J150 =] |a0o At

K. I Annller Hjzlp

Her saettes Auto backstep on stop til 2000 og tryk OK. Dette gar at Express Scribe spoler
2 sekunder (2000 millisekunder) tilbage hver gang man stopper. Dette gar det nemmere at
fa kontinuitet i transskriberingen.

Nu skal vi lige kontrollere opseetningen af funktionstasterne:
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Opsadning

I'8 0:00:00.0 Express Scribe -0 =i
File | Conkrol Miew Motes Bookmark Options  Help
S Flay Fa t}gg @ | _ =
Flay Real Speed Fin 3 L L |
Ty Plsi Sl sheed F11 e Mini Dptions Help 0 0de M
B | Play (with Pausing) Fi2 i
m ;::ay Fast Speed Ej
= .57,
EEy seart CElHHOME ke 2002-01-29 05:10:59 00:58 Mormnal
Rewind F7
Fast Forward Fa
End ChrH+END
4| Hat Keys Setup I |
«Type noktes For the currently selected dickation here= ;I
=
I | ] 0:00:00.0 Volume
I o |
> | 44 » b Speed (100%)
Al |
|Express Scribe v 4,29 € MCH Software | 5

Klik pa Control.

De vigtigste er F9 til at starte og F4 til at stoppe. Ggr dig selv en tjeneste og lave et par
sedler pa dit tastatur. Start over F9 og Stop over F4.

Disse funktionstaster kan du benytte nar du er inde i Word. Ellers skal du klikke pa start og

stop ikonerne med musen. Det gor det meget langsommeligt at skrive i Word. Alternativt
kan man bruge Scribe Mini funktionen:
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Opsadning

=
File Conktrol Miew Motes Bookmark Options  Help
z | e,
& F I . S
Sync Load Dok Options Help 0 0de M
EEX 0= BEE T | o ||
i = gender o Date L Time | Duration L Priority | Deadiine
& 1 0 Mormal
Welcome MCH Software 2002-01-29 05:10:59 00:53 Mormal
1| | 1
«Twpe naktes Far the currently selecked dickation here = ;I
=
I | | -+ 0:00:00.0 Yolume
I I |
= i 4 « 3 M| pemdcio
I =7
|Express Scribe v 4.29 @ MCH Software | 2

Klik pa Scribe Mini ikonet
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Opsadning

0:00:00.0 Express Scribe Mink

= I

CICICR=
T pokument 7 - Microsoft Word 1

© Filer Rediger Wis Indssst  Formater  Funkbioner  Tabel  Windue  Hizlp Skriv et spargsmél

NEHRSSAIVE S RBE S 9-0- 0 FEREEB] T 00w | Hes [

A4 Mormal » TimesMewRoman » 12 - | F & U |§ = = $§*i§§ CEE W -

=10l x|

*

a-B

Transskribering af interview den .,

™

o

-

i

' =l
A +
-._n o
? ¥
= o[ = 4| | ]
iTegn- [ [Augfigwer- N\ W JOME A B @ d-Z-A-==5 @ ﬂ!

Side: 1 Sek 1 11 Pos 2,5cm  Lil Kol 16  INDS KOR UDY OWR  Dansk O3 4

Nu kommer der en minimeret udgave af Express Scribe. Flyt lidt rundt pa Word og placer
Scribe Mini, sa den ikke bliver deekket af Word.

Tryk pa den markerede lkon for at vende tilbage til den almindelige dialogbox.

Neeste side (Indleesning af filer
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Indlaesning &f filer

Indlaesning af filer.

'8 0:00:00.0 Express Scribe

File Conkrol Motes  Bookmark Options  Help
& B, .| & | ¥
Sync Dok ik Scribe Mini Dptions Help
BEX 0 &-BEL&
Dickation Mame = | Sender | Date | Time |
Welcome MCH Software 2002-01-29 05:10:59

Klik pa Ikonen Load

'8 Load Dictation Filefs) L el B [ .

File Help

I'l,'l,s-asterixS.adm.dpunet.dk‘l,users$'l,jwa j @f =

File - | Dickation Mame | Sender I Date I Timﬂ
[-=3 ShareDRMusic
I skabeloner
[C535MART Motebook,
[ 50ny

[ 5pecs

[C5a Streanmlinks

I3 5w -Farts

[ Timesedler
[CSaTrvs

I3 Tools

7= Trend-R annnrter =
4| | 3

[T Delete file after lnading

Load I Cancel | Help |

|Express Scribe w 4,29 @ NCH Software i

Er du ikke i den mappe dine filer ligger i, sa veelg Ikonet Browse for a folder.
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Indlaesning &f filer

Angiy en mappe

Locate folder:

il

@' Skrivebord
ia Dokumenter
= *_f Cenne computer
[=] =e® Lokal disk (1)
|C) DECCHECK,
I3 Documentation
I Documents and Settings
|53 Drivers
k| filer
4| |

o]

-
»
annuller |

£

Oprek en ny mappe |

Via Skrivebord og Denne Computer kan du finde den mappe dine lydfiler ligger i. Veelg

denne og tryk OK.

'8 Load Dictation File(s) 2] 1Ol =]

File Help

IC:'I,Lw:IFiIer j &, -:~;.: :’E‘
File = I Dickation Mame I Sender I Date I Time
DSIZES_EIEII.mpS 2008-12-23  13:56:
DSIZES_EIEIZ.mpS 2008-12-23  13:56:

3003, mps

Z008-12-23

4| | i
[" Delete file after lnading
Find | Load | Cancel | Help |
|E:<|:uress Scribe v 4,29 @ NCH Software 4

Marker den gnskede lydfil og tryk Load.
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Indlaesning &f filer

=
File Control Miew Mokes Bookmark Ophions  Help
z - | e,
1
& & B . O | W
Syc Load Dok Scribe Mini Cptions Help 0 0dE M
EEX 0= BEE 1| 0B I

Dictation MName

W'elcome MCH Software 2002-01-29 05:10:59 00:58 Marrnal

1] | 3
=Type notes For the currently selected dickation here = ;I
|

I | | -+ 0:00:00.0 Yolume
I I |

P i 4 # bh M| seesatioe

I N =
|E>:|:uress Scribe v 4,29 @ MCH Software | i

Nu bliver den valgte file loaded. Du kan se hvor langt den er naet, ved at se status i
nederste hgjre hjgrne. Nar der kommet en tidsangivelse i feltet Duration, er lydfilen klar.
Tryk nu pa den grgnne Play knap og lydfilen afspilles.

Neeste side (Transskribering af filer)

Tilbage til forsiden
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Transskribering &f filer

Transskribering

Nar din @nskede lydfil er loadet (Afsnit om indleesning af filer), sa start dit
tekstbehandlingsprogram, f.eks. Word.

'8 0:00:06.4 Express Scribe ) -0 x|
File Control Wiew Motes Bookmark Options  Help

g - | (it
1 -
& B B . O | 5
Synic Load Dok, Scribe Mini Cptians Help 0 0dE I
HEX o= B8R0 | 0@ |
Dictation Mame = | Sender I Date I Time | Dur ation | Priority | Deadline
081223 003 2008-12-23 13:57:.00 o0:z0 Marrmal
=2l welcome MNCH Software Z00z-01-29 05:10:59 0055 Mormal

4| | i
= Type notes for the currently selected dickation here = ﬂ
=
e T ] 0:00:06.4 Yolume

| I |

> om L “ b M| seestioon)
E = |
|E:<press Scribe v 4,29 © NCH Sofbware | o

Husk at du kan starte med funktionstasten F9 og stoppe med F4. Ellers kan du trykke pa de
tilsvarende start/stop taster. (Se afsnit om opsaetning)

| nederste hgjre hjgrne er der mulighed for at eendre lydstyrken pa Volume "slideren”.
Nedenunder kan afspilningshastigheden reguleres. Desuden kan du spole tilbage, helt
tilbage samt spole frem og spole til enden af lydfilen.

S4& er det bare at skrive der ud af.........

Neeste side (Sletning af filer)

Tilbage til forsiden
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Sletning (Delete) &f filer

Sletning (Delete) af filer

Der hober sig hurtigt en masse lydfiler op i Express Scribe. Det bliver meget uoverskueligt
og da Express Scribe gemmer en arbejdskopi af lydfilen pa din harddisk, fylder det ogsa
ekstra meget. Nar du sletter (delete) i Express Scribe forsvinder denne arbejdskopi ogsa.

'8 0:00:06.2 Express Scribe - _ i m]

File Control Wiew Moktes Bookmark Ophions  Help

B & . 2 ! @ Channcls
Sync Load Dok, Scribe Mini | Options Help 0] od6] I
HEX 0 #H-8EE B E i

Sender Deadline

Welcome  Save As.. 2002-01-29 05:10:59 00:53 Norrmal
Rename

Delete

Forward ba...

q I Dispatch (Reply with Typing) | LI
Done (Mo reply)

<Type notes f e :I

Attach File(s)
Cpen Attachment Lisk

[~
Special Audio Processes 4 _"I :0m06.2 Yolume
I I |
« » N Speed (100%)
= o= |
|Ex|:|ress Scribe v 4,29 © MCH Software | e

Marker den fil du vi slette og klik med hgjre musse-tast. Klik pa Delete. Nu kommer der en
advarsel:

Confirm Delete x|
P
'\."()

Are you sure you wank ko delete the selected filels)e

once you have deleted a file it cannok be recovered, Use the Done button iF sou want ko be able to recover the File.

Annuller |

Det lyder meget dramatisk. Det er arbejdskopien der bliver slettet og ikke din originale lydfil.
Sa bare klik pa OK. Hvis du veelger Done Knappen i stedet, ligger arbejdskopien stadig og
fylder, men visningen af lydfilen i oversigten forsvinder.
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Sletning (Delete) &f filer

I8 0:00:00.0 Express Scribe N -0l x|

File Conktrol Miew MNotes Bookmark Options  Help

i =
& B L O | B 5
Sync Load Dok, . Scribe Mini Cptions Help TaolBox

HEX| & BED &

Dickation Mame -

1| | i
=Type nokes for the currently selected dickation here = ;I
=
I | | 0:00:00.0 Volume
| Il |
} J H « » ’I Speed (100%)
I |

|Express Scribe v 4,29 @ MCH Software |

N

Sa er der ryddet op.

Neeste side (Tips & Tricks)

Tilbage til forsiden
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Tipsog Tricks

Tips & Tricks

Der findes ogsa en version der kgrer pa Apple Mac computere. Men den har enkelte
begreensninger:

« Man kan ikke benytte WMA filer (Windows Media Audio)

« Funktionstasterne pa en Mac bruges til andre formal. Sa der er ikke defineret nogen
genvejstaster. Man kan selv definere dem, men det er lidt besveerligt. Bruge e.v.t.
Scribe Mini i stedet.

« Vi har ikke lavet en vejledning til Mac brugere.

Pa Windows platformen kan man bruge MP3, WAV og WMA. Desuden er der ogsa support
for Olympus DCT filer.

Jeg ma igen anbefale at man far ryddet op i Express Scribe med Delete (Sletning)
funktionen.

Hvis man kom til at installere Express Dictate alligevel, gar det ikke sa meget. Men lad for
guds skyld vaere med at abne programmet. Det bliver ved med at tilbyde at man kan kgbe
den fulde version. Det er ret irriterende.

Version 1.0

Tilbage til forsiden
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