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Express Scribe is software which helps you transcribe audio and video recordings by providing convenient playback control. It can play MP3, WAV, and audio-CD’s at normal speed, slow speed, or fast speed. It can also play the audio in most AVI, MPG, and WMV video files (but it can’t show the video). You control playback with the keyboard F-keys or with a USB footpedal. You type the text in Express Scribe’s Notes Field, then copy and paste it into your word processor. 
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Installing Express Scribe

-Copy ExpressScribe.exe to your desktop and double-click it to install it.

-You do not need any of the optional software which it suggest to you. 
 Remove the X in front of Express Dictate and continue. 
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-Double-click the Express Scribe icon on your desktop, 
or open it through the Start Menu. 

-After it opens, enlarge the Express Scribe window to give you more room to type. 
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Loading Audio Files

-Press the Load icon to open a Finder window. 
-Select the folder which contains the file you want to transcribe and press OK. 

-Select a file to load and press the Load button. 
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-Now you are back to the Express Scribe window and the name of the file you selected is displayed in the top half of the Express Scribe window. 
-Click on it to highlight it, and you are ready to transcribe. 

Playing Audio and Typing 

After you have opened an audio file, you control playback by pressing the buttons with the mouse or footpedal. Besides PLAY and STOP buttons, there are FAST FORWARD and REWIND, which let you hear the audio as you scan through it. 


As you listen to the audio, type your text in the Express Scribe Notes Field (the bottom half of the window), then copy & paste it into your word processor to save and print. 
You can also control playback with the F-Keys: 
F2
Play Slow Speed (set the speed in Setting > Playback menu)

F3
Play Fast Speed (set the speed in Setting > Playback menu)

F4
Stop

F7
Press & hold-down to rewind. Let go to resume playback.

F8
Press & hold-down to fast-forward. Let go to resume playback.

F10
Play Normal Speed

You can quickly move around in the file by dragging the scroll bar, which is immediately above the control buttons in the Express Scribe window.

Foot pedal operation and settings are described at the end of this document. 

Bookmarks
A bookmark remembers your location in the audio file so you can easily return to it, later. For example, you could mark a location where you did not understand the person speaking. You can continue transcribing, and come back to that location, later. 

Press Ctrl+B to set a bookmark at the current location of your audio. 

Ctrl+> moves to the next bookmark and Ctrl+< to the previous one. 

Under the Bookmark menu, select Open Bookmark List to open a list of all your bookmarks. If you selected "Prompt for comment when setting bookmark," you will be allowed to add a comment every time you set a new bookmark. For example, you could enter: "Did you mean NIGHT or KNIGHT?". These comments will appear in the “open bookmark list,” or can be added there, later. 

You may set many bookmarks in a document. 

Timestamps

A timestamp is an hours:minutes:seconds display of your location in the file. You can insert this number into the text you are typing by pressing Control-Shift-T. 

This is helpful if you want to know exactly where in the audio file something was said. For example, if you transcribe part of a file, and intend to finish it later, insert a timestamp at the end of your typing. Then you know exactly where to begin in the audio file when you return. If you also add a bookmark at that location, you will be able to return to that location in the file easily by pressing Control +> until you get to the last bookmark. 

How to Save Your Work
Your typed text and bookmarks are automatically saved in the file which opened when you double-clicked the Express Scribe icon. There is no Save command.  
How to Delete A File from Express Scribe 
Hilite the file, then select Delete under the File menu. 
Settings Menus

Setting > Playback
Sound Device 

If you have more than one sound card installed, use this pulldown list to select the device for playback.

Variable Speed 

You can adjust the slow (F2) and fast (F3) playback speeds. The speeds are represented as a percent of normal speed, so 50% is half speed and 200% is double speed. Recommended settings are slow 50% and fast 150%.

Auto Backstep on Stop 

If you stop playback because you were getting behind, Express Scribe can be set to 'back-step' (rewind a little bit) so that you hear a short part of where you were before you stopped. This back step time can be adjusted in ms, (which are milliseconds). Set it to “2000” so it backsteps for 2 seconds. To turn backstep off, enter 0. 

Rewind and Fast-Forward 

The audio plays backwards as long as you hold down the F7 key, and plays fast-forward as long as you hold down the F8 key. The rewind and fast-forward mode can either be increasing (default) or constant. In both cases, Express Scribe first takes a preset step back or forward then starts at the preset speed (default 150%). If increasing mode is selected, the speed increases as you hold down rewind or fast-forward. It reaches the maximum speed specified (default 800%) in 6 seconds.

Settings – Control

Foot Pedal Control 

To control Express Scribe with a foot pedal, connect it to a USB port. 
After the computer recognizes it as a USB device, 
go to the Settings menu, and select Pedal and Hot Keys… 
If the Port field does not say: VEC Pedals USB, open that box and select it. 

Also ensure that the No. box says 3-Pedals. 
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Now run the Foot Pedal Control Setup Wizard to assign the correct functions to the pedals. To run the Wizard, make sure you are not pressing any pedals, then click on the "Foot Pedal Control Setup Wizard" button and then follow the instructions. 

Three-Pedal Operation: 
To start playback, press and hold the center pedal. 
To stop playback, release the center pedal. 

Play can be locked on by quickly tapping the center pedal. 
To fast-forward, press the left pedal. 
To rewind, press the right pedal.

Move slider to adjust Playback Speed.





Note: to select a track from an Audio-CD, look under the File menu. 
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