RealTime 10

USER GUIDE
Release 10.2

% SONICLEAR



About This Manual

This manual covers the features of SoniClear RealTime 10 software, which is
available as a subscription, or bundled with the following SoniClear digital recording
software products:

e Meeting Recorder 10
e Gov Recorder 10 Suite
e Court Recorder 10 Suite

When a particular feature is not available in all the above versions, a note is included
indicating which versions include that feature.

Revision Date: 7/3/26
Printed in the United States.

v Copyright 1998 - 2026 Trio Systems LLC

All rights reserved. No part of this publication may be reproduced, stored in a retrieval
system, or transmitted, in any form or by any means, electronic, mechanical,
photocopying, recording, or otherwise, without the prior written permission of the
publisher.

SoniClear and Trio Systems are registered trademarks of Trio Systems LLC.
RealTime 10, Meeting Recorder 10, Gov Recorder 10, Court Recorder 10, and
Transcriber 10 are exclusive trademarks of Trio Systems LLC.



Table of Contents

What's New 1N ThiS ReVISION....cc..eiiiiiiiiiiiiiieieitesieeeeeee e 1
L€ o1 1 TN 7 1y !« AR 2
PrOAUCE OVEIVIEW ...ouviiiiiiiiiiieieeiie sttt sttt ettt et setenaeenee 2
RealTime 10 SUDSCIIPHION. .....cciuiiieiiiecie ettt e e e e e eeaeesnaeeenaeeens 2
K@Y FRALUTIES ...ttt ettt e e et esabee s e snaeeeas 2
SUPPOTted 1aNGUAZES .....ccvvieiiiieciie ettt e e e e aae e enaeas 2
Windows hardware SUPPOTT .........eeviiiieiiieiieeie ettt e eee 3
RealTime 10 Integrated with SoniClear SOftware ............ccoceeveriiiriiiiniiniinecciceee 3
Key Integration FEAtUIES..........coviviiiiiieiiieiiecie ettt ettt eere e eene 3
Installing RealTime 10 SOftWare ......cccoouiiiiiiiiiiiiiieieeceecee e 3
Installing the RealTime 10 LACENSE ......cccvieeiieriieiiieiieeieeriie ettt esiee e eeee e eseeeeavaens 3
ACHVALE LICEISE. ...uvviieiiieeiie ettt ettt ettt e et e e e st e e e sabeeeeaseeesseeesseeessseeensseesnnaeas 4
Select LiCense LOCAtION .......oouieiiriieiieiieiiete ettt st et 6
TN T PIOCESS ... viiiiiieeiie ettt e e et e e st e e e sabeeesaseeeaseeesseeensaeanas 7
Adding Transcription TIME........c.eeeieiiieiieeiierie ettt et e reeseeebeeseeeesbeesseesnsaens 7
Configuring the RealTime 10 Settings .......ccccooeeiiriiiieriiniiencecereeeeeeeee e 8
TranSCrIPtiON TaAD......cccuiiiiiiiiieiie ettt et eteestae e b e e saaeenseessneenne 8
Lan@UAZE ... .eeeiitiee et ettt st s e e 8
Custom VOCADULATY ......ooiiiiiiiie et et e e eseaee e 9
OULPUL <.ttt ettt e ettt e sttt e sttt e sabe e e e it e e e abeesnbeesbbeesabaeesanee 9
AUAIO TAD . 10
IMEATKETS ...ttt ettt et st b e ettt e saeeenneesneas 11
Marker Editing, NOte TYPE ...ceccuueieiiieeiieeeiieeeiie et eeite ettt eeiree e e s e e e e 12
OPHONS TaD ...t ettt sttt e et seeeaeens 12
TEeChNICAL SUPPOTL ...oeiiiiieiie ettt etee e aee st e e sabeeesabeeesseeennseeens 14
Using RealTime 10 Starting RealTime 10 Software .........ccocevevieniininicninnicneenne. 15
The Three Working WIndOWS ........ccooiiiiiiiieiiieeieeeiieeeee e e e 15
The TOOIDAT ...t ettt sttt seeeaeeens 16
The NOES ATCA ....coueiiiiiiiie ettt sttt et 18
WINAOW POSIHION....cueiiiiiiiiieiieitceec ettt 18

N F Ll 2 0113 4 015 10 ) RO 18
StOPPING TraNSCIIPLION. ....eeiuvietieeiieiieete et ie ettt e ete ettt e et e s ebeesabeebeesseeenseenaeeenne 20
Resetting TranSCrIPION ........uieeciiieeiieeeiieeeiee ettt et e e e e e e et e e eeesaeeenseeenenees 20
STLENCE AULO-SEOP .veeeiieiieeiiieiie ettt ettt ettt e et e st eebeesabeebeessaeenseesnseenne 20
Reconnection BEhavior...........cooiiiiiiiiiiiii e 21
SYNC VS. REVIEW MOAE ...ttt ettt st saesnee s 22
N 1oAY (oY [T 22
REVIEW MOME ...ttt st 22
SWItChING MOAES ...ooeviieiiiieciie et e e e e e e e eeennaeeennee 22
CrosS-WINAOW SYINC ....oieiiiiiiiiiieeiieiie ettt ettt ettt ete e tee e bt essaesbeesaeeesbeensnesnseens 23
Mode and Transcription Are Independent............ccceevvieeriiieeniiieeciie e 23
Speaker IAeNtIfICAtION .......cccuieiiiiiieiie ettt et et e et eebeeseaeenseens 24
How Speakers Are Detected ........cccviiiiiiieiiiiieeiiieeiie ettt 24
Assigning SPeaker NAMES ........cceeviieiieiiieiieeie ettt ettt ettt e saeeenbeesenes 24

RealTime 10 User Guide Table of Contents



When Speaker Names APPLY ..oeoveeeiieriiiiieieeieee ettt et 26

Speaker Names Do Not Affect DIiarization ...........ccccvveeeeeeeciieeeciieeeiie e 26
MaANUAL COTTECTION ..ottt ettt ettt et st na e e e e s 26
Editing the TTranSCIIPL ....eeccuiieeiieeie ettt et e e estae e e s veeeaseeesseeesaeeenseeensseeans 27
Opening the Edit WINAOW .......ccooiiiiiiiiiiiecieee et 27

The Edit LAYOUL .....oeiiiiiieiie ettt tee e e e e e e e earaeenaeeenneeens 27
SEIECHING WOTAS ....iiiiieiieciie ettt ettt et e s e ebeessaeenseeneseenne 28

The New Note Field and Tab Order ............oooieiiiiiiiiiiiiiieieeeee e 28
COITECLING TEXE ..vieuiieiiiieiieeiie et ettt e ete et e et e et e etteebeessbeesseessseesseessseenseessseenseenssesnseens 28
Splitting and Merging Paragraphis ..........ccoeouiieiiieeiiieeieeeeeeee e 28
INSEIHING NNOLES ...evieetieeiiietie ettt ettt ettt e et esteeste e aaeebeessbeenseessaeesseessaesnseenseeesseeseas 29
FINAING TOXE....eeeiiietieee ettt ettt ettt ettt e sateesaeeenseeeeas 29
UNdOo and R0 ...oveiiiiiieieceee e 29
What Editing Does NOt AffeCt.......c.ooiiiiiiiieieeee e 29
NOES ANA MATKETS ...ttt ettt ettt e b et e e 31
The New NOLE FIeld......ocooiiiiiieeiie et e e e e e 31
INOLE TYPES ceeteeeeiiee ettt ettt et e ettt e et e et e et e e et e e s bt eesasteessseeessseesnsseeenseesnseesnseeans 31
Marker TeMPIAES ......ccvieiiieiieiiecie ettt ettt steeesb e e saesebeesaneesseeeees 32
The Markers Panel..........cccuiioiiiiiiiececceece ettt et eeaneas 33
Using Function Keys for Markers...........ccceeviierieeiieniieiiiciecie e 33
Inserted Markers in the TranSCIIPL.......ccueeccveeeiiieeeiie et 34
Editing Markers After INSertion.........cccuviiiiiiiiiiiiieeiieeeie e e e 34
The FINal WINAOW ....ocviiiiiiiieieee ettt ettt st 35
Deposition-Style FOrmatting..........cc.eeeviieriiieriieeeiie et 35
What Appears in the Final Window.........cccociviiiiiiiniiniiiiccccceeeeeeees 35
Reading and REVIEWING ........cccouiiiiiiiiiiiiiecieece et 35
Searching in the Final Window...........cccooiiiiiiiiiiiinececeee e 35
Page Numbering (Numbered EXport Only) ........ccccvvvviiiiniiiiiniiieiiecee e 36
Differences from Edit and LiVe .........ccoooiiiiiiiiiiiiiiie e 36
Saving and EXPOTTING......c.ceeviuiiiiiiiiiiiie ettt sare s e e e e e eeennees 36
FIle FOTMALS .....eeiiieiieece ettt ettt ettt st sae e e neeas 36
The SesS10N FIlE ((TS) c.vvieiiiieiiie ettt e e e raeeenaee e 36
Continuous-Append TeXt LOZ ....cccveruiiiiieieeiieee ettt 37

File PulldOwn Menu OPtiONS .......cccueeeiuiieeiiieeeiieeeieeeeieeesieeesveeeseaeessaeeensseessaeeseneesnnns 37
Working with SoniClear Recording SOftware ...........coccveviiiiiieniiiiieciecece e 39
Enabling the INtegration...........cceieiiiiiiiieeiee et 39
Playback in SONICIEAT.........cccuieiiieiieiie ettt ettt et saee e 39
ExXport to MIcTOSOft WOTd......cccuviiiiiieeiiieceeee et 39
AUAIO SOUICE ...ttt ettt et st sb ettt b et st sbe et s e e beetesane e 39
Starting and StOPPING.....c.veeeiriiieiiiieiiieeeeeeriee et e e ree e rte e et e e s teeesbeeesaeeessseesnsseessseeans 39
Keyboard ShOTTCULS.........ooiuiiiiieiieie ettt e e e 41
SEATCH....c ettt ettt et ettt e nbeesareens 41
Editing (Edit Window, Review Mode) ..........cccuiiviiiiiiiiiieiieiecieee et 41
IMEATKELS ...ttt et ettt et st sbe e e 42
IMENU MNECIMONICS ...uveiteiienieeiiesieete ettt ettt sttt et sbt ettt sbte bt et e ebtenbeeatesbeenbeeneesaeenees 42
TTOUDIESNOOLING ...t ee et e s e e e e e e sa e e e raeeenaeeenaeeennes 44

RealTime 10 User Guide Table of Contents



CommOn E1TOr MESSAZES....ceciuviiiiiieeiiieeiieeeiite ettt eit e eiee et eeesebeeesebeeeiteesnaeesaeeas 44

Restart to Refresh DEVICES.....cccuviiiiiiiciiiecieece et 44
Where Settings AT StOr€d.......ccvieiuieiieiiiieieeieecie ettt eb e eteesaeeenseenenes 44
Where Logs AT€ STOTEA ...cc.uviiiiiieeiieeceeeee ettt e e e e e e 44
Only One Copy Can Run at @ TIME .......c.ccoueeriieiiieniieiieeie et sve e eneens 45
WiINAOw IS Off=-SCIEeM ...cc.uiiiiiiiiiiiiee e e 45
Audio Device Changes Require Restart ...........cceecuveviiviienieeiiieniecieeeeeeese e 45
Transcription Stops UneXpectedly ........eeeriieeiiiiiiiieeiiieee e 45
Slow Network or Brief OUtages........c.cooieeiieiiiiiiieiieeieeiie ettt 45
Session File DISAPPEATS .....ccccveiiiiiieiiieeciie ettt tee s vee e sve e e sbeessseeenaeeens 46

RealTime 10 User Guide Table of Contents



What's New in This Revision

RealTime 10 has been substantially expanded since the initial release. The major additions
covered in this manual are:

e A three-window working layout (Live, Edit, and Final) replaces the single
transcript pane.

o A Sync and Review mode lets each window either follow new transcription as it
arrives or hold a fixed scroll position for inspection.

o Word-level transcript editing in the Edit window allows corrections, splits,
merges, and inserted notes without restarting transcription.

e A Final window renders the transcript in deposition-style formatting suitable for
court reporting.

e Speaker name assignment lets the user attach real names to the speakers identified
by the transcription service.

e A markers and notes system allows pre-defined or ad-hoc annotations to be
inserted into the transcript using function keys or a side panel.

e Multiple export formats File > Export now offers Live, Edit, Final, and Final-
with-Line-Numbers as text files.

e Session files (.rts) preserve the complete transcript, including edits and notes, and
can be reopened later.

e Automatic reconnection keeps the transcription running through brief network
interruptions.

Returning users should read the new chapters on the Main Window, Sync vs. Review mode,
Editing, Notes and Markers, and the Final window before continuing.
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Getting Started

Product Overview

RealTime 10 is a software-based system for automated, cloud-based transcription in real
time. RealTime 10 is available as an annual software subscription license and can be
installed without the need for any additional SoniClear programs. It is also integrated with
all the SoniClear recording products to use as an additional integrated feature.

RealTime 10 Subscription

When using SoniClear RealTime 10 as a subscription license, it can be used to display the
text of audio as it is spoken, edit the resulting transcript, save the transcript as a session file,
and export the transcript in several text formats for further use.

Key Features

e Real-time cloud-based transcription of court proceedings, depositions, meetings,
interviews, or any other type of spoken word.

e Three-window working layout: Live (the running transcript), Edit (word-level
correction view), and Final (clean, deposition-formatted view).

e Sync and Review mode for each window, so a user can review prior content while
transcription continues unaffected.

e Word-level transcript editing with undo and redo, including paragraph splits and
merges, speaker reassignment, and inserted notes.

e Speaker diarization, identifying speakers by order of appearance, with optional
assignment of real names to each speaker.

e Markers and notes: pre-defined annotations triggered by function keys, plus free-
form notes typed during or after transcription.

e File > Export to plain text in four variants: Live window, Edit window, Final
window, and Final with line numbers.

e Session files (.rts) preserve the entire transcript, including edits, notes, and speaker
assignments, for later review.

e Automatic reconnection on brief network interruptions, with status indicator
feedback.

e Optional silence auto-stop, which ends transcription automatically after a
configurable number of minutes without speech.

Supported languages
e US English
UK English
Spanish
Multilingual (English and Spanish)
French
German
Italian
Portuguese
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Windows hardware support
e Runs on Windows 11 computers.

e Works with any Windows audio device.
e Supports high-DPI displays (125%, 150%, 175%, 200% scaling).

RealTime 10 Integrated with SoniClear Software

RealTime 10 is available as an add-on product for use with the following SoniClear
recording products:

e Meeting Recorder 10
o Gov Recorder 10 Suite
o Court Recorder 10 Suite

Key Integration Features
When using RealTime 10 together with the SoniClear recording software, all the features of
the standalone RealTime 10 subscription are available, plus:

e The transcript text is sent to the recording program in real time.

e Text is stored together with the SoniClear recording.

e The transcript is displayed in sync with playback in the SoniClear recording and
playback programs.

e The transcript can be exported to Microsoft Word from inside SoniClear programs.

Installing RealTime 10 Software

When using RealTime 10 as a standalone application, download and install the software
following the instructions you received by email when you ordered the transcription
service.

If RealTime 10 is being used in conjunction with other SoniClear products, the RealTime
10 software is included with the upgraded release of SoniClear.

If you are using an older version of SoniClear, you will need to upgrade to the latest release
to obtain both the RealTime 10 software and the upgraded recording software that is
compatible.

Installing the RealTime 10 License
The RealTime 10 software is licensed separately from other SoniClear products, based on
the CodeMeter software licensing system.

If you have not installed the RealTime 10 license, a message will be displayed when you
run the software indicating that the license is missing:
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RealTime10 X

No SoniClear Realtime License available on this computer.
Check to see if RealTime 10 is already running
® or contact SoniClear Sales to obtain a license.

Retry I Cancel

The CodeMeter keeps track of your permission to run the software. It also tracks the
amount of transcription time available on your account. As you use the transcription
service, minutes are deducted from the total stored in the CodeMeter license on your
computer.

L

When you purchase RealTime 10 transcription minutes, you will receive a license that
authorizes the software to run. That license includes transcription minutes to start using the
transcription service. You can purchase additional transcription time when needed to add to
the transcription balance on your computer.

The initial license and additional transcription time are delivered to you via a link to the
SoniClear License Server. Clicking on the link will enable you to retrieve the license and
transcription time. Note that you must have installed the software before clicking this
link.

Clicking on the SoniClear License Server link will display the license information for
installation on your computer.

( > CodeMeter Home |  MyLlicenses

N/ WebDepot

Licenses

Type ~]

Activate Licenses

Purchased On End Date Serial
Type Name Ticket Status
Activation Date Cancellation Until Hostname

License for SoniClear Realtime 2026-06-29

Add transcription Minutes ADFTK-RTXDQ-ZR58K-UD7VX-HVINC active

Activate Licenses.

Activate License
To start activation, click the Activate Licenses button on the right of the screen.
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(Tvpe |l

Activate Licenses

Serial

Status
1 Hostname

active

Activate Licenses

If you are using Edge or Chrome as browsers, you may see one of the below pop-ups on the
screen. You will need to select ‘Allow’ to activate the license.

license.soniclear.com wants to license.soniclear.com wants to

Access other apps and services on this 4 Access other apps and services on

device this device

Block Allow

If the ‘Block’ option has been selected by accident, simply navigate to the View Site
Information area directly left of the search bar with the filter icon, and under Apps on this
device, select ‘Reset permission’:

=% license.soniclear.com/webdepot/overview.php

license.soniclear.com

[?] Connection is secure

[ Apps on device

Reset permission

This will reset the option to ‘Allow’ the license to be installed on your computer.
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Select License Location

Next, determine your installation method.

CodeMeter H |
C ome

\# WebDepot My Licenses

Available Licenses - Select the Container Type for Your Licenses

() Trere arediflerent ways to activate your icenses. Please select the type of the container you wan 0 use for the storage of your licenses

Cmbongle

Twant my licenses in a dongle to be able to use them offline on different computers.

The two installation options are:

Locking License to a USB Key

g
LJ
CmActLicense

Twant my licenses offline on one computer.

You have the option to lock the license to a SoniClear USB Key (the silver CodeMeter key,
not the green HASP key). To place the license onto the USB Key, select the left option,
"CmDongle". Note: the old green HASP keys are not supported for this option. If you are
using the HASP key and want to use this feature you will need to upgrade your key. Contact

SoniClear Support for assistance.

Locking License to a Computer

If you do not have a SoniClear USB Key or prefer to lock the license to the computer, select

the option " SoniClear RealTime Virtual License".

If you already have a RealTime 10 license and are activating additional minutes you may
see multiple options under ‘Select CmContainer’, select the license that includes RealTime

in the title.

C CodeMeter T I
ome

% WebDepot My Licenses

Available Licenses

o To activate your licenses:

ar to which you want to transfer the licanses.

Name Ticket

License for SoniClear Realtime

]
B it transoription Minutes

ADFTK-RTXDQ-ZR5BK-UDTVX-HVINC

Select CmContainer

=Y
=4 130-3274185246 (CmActLicanse 6001873 Container)
~

c

o 130-3200497463

(SoniClear RealTime Virtual License)

K Select binding
Kl My License

RealTime 10 User Guide
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https://www.soniclear.com/support

Note that once the license has been transferred to the computer along with the initial
transcription time, it cannot be moved to another computer at a later date.

Transfer Process

You will see confirmation that the license is transferring onto the computer.

Online License Transfer

Please wait! The selected licenses are transferred. This process may take
several minutes to complete. Please do not remove the CmContainer
during this process and do not reload this page.

Starting license transfer.
Creating license request.
Downloading license update.

When the license installation is complete, a confirmation screen will be displayed.

Online License Transfer

Starting license transfer.

Creating license request.

Downloading license update.

Impeorting license update to CmContainer.
Creating receipt.

Uploading receipt.

0 License transfer completed successfully!

oK

Adding Transcription Time

Additional transcription time will be added to the license using the same type of process.
When you purchase additional time, you will receive a link to the SoniClear License Server.
Clicking that link will allow you to add the additional time that has been purchased to the
number of minutes left on your existing license.
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Configuring the RealTime 10 Settings

Open the settings dialog by choosing Edit > Preferences from the menu. The dialog is
organized into tabs by topic. Click a tab to view the settings in that category, then click OK
to save changes and close, or Cancel to discard changes.

The settings are stored in a per-machine preferences file in the SoniClear preferences
folder, so each computer keeps its own configuration even if the user's Documents folder is
synchronized across multiple computers via a cloud service.

@) soniClear RealTime 10 - (m] X

File | Edit | View Help

US English

Markers.. Elapsed: 00:00:00 Billed: 00h 00m  Account Balance: 22h 49m

Find.. Ctrl+F
READ

Live Edit Final Sync || Review Prev | Mext | Search..

INew Note Transcription Heat ~

Transcription Tab

The Transcription tab controls which language the transcription service interprets the audio.

Language

Use the dropdown menu to select which language you will be transcribing. US English
language is selected by default. Configure the language before starting the transcription.
Changing the language while transcription is stopped takes effect on the next Start.
Changing the language during active transcription will reset the transcription and clear the
speaker identification order.
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i RealTime 10 Preferences X i
1
1 Transcription Qutput Audio  Markers Options

Language US English ~

Custom Vocabulary
You can add up to 100 custom vocabulary words or phrases. These are used by the
software to override the default interpretation of speaking in cases where special spelling

or vocabulary is being transcribed. For example, it can be used to override the spelling of
Smith with Smyth.

The transcription process takes context into account in evaluating when

the custom vocabulary words or phrases should be used in place of what would normally
be transcribed. Because of this contextual process of deciding each word, there may be
times when the system will still favor the default words over the Custom Vocabulary words
entered here.

RealTime 10 Preferences X

Transcription Qutput Audio  Markers Options

Language Multilingual <2

Custom Vocabulary

SoniClear
Depo
Witness
Fecha

Output

The Output tab controls where transcribed text is sent. You will have the option to sync the
transcript to your SoniClear recording software, save the transcript to a file, include
timestamps, and to determine the file saving location.

Sync Transcription to SoniClear

When enabled, transcribed text is sent to the SoniClear recording program if one is running.
The SoniClear program stores the text together with the recording so it can be displayed
during playback. This option is available only when a compatible SoniClear recording
product is installed. This feature is disabled by default (unchecked).

Save Transcript to a File

When enabled, RealTime 10 writes a continuous-append text log file in the Transcript
Directory as transcription occurs. This is the same behavior provided by earlier versions of
RealTime. The file uses the same base name as the session .rts file with a ".txt" extension.
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This option can be enabled together with Sync Transcription to SoniClear; both outputs
receive the text. This feature is disabled by default (unchecked).

Transcript Directory
The folder where session files (.rts) and continuous-append text logs (.txt) are stored. The
default is the user's Documents folder. Click the Browse button to choose a different folder.

If you change the Transcript Directory while a session is open, the change applies to future
sessions only. The current session keeps its existing location.

Include Timestamps

When enabled, each line written to the continuous-append text log (*.txt") is prefixed with
the time at which it was transcribed. This makes the log easier to correlate with an audio
recording and has no effect on the .rts session file (which always stores timestamps
internally) or on the Live, Edit, and Final windows. This feature is disabled by default
(unchecked).

Note: If you leave the Sync transcript to SoniClear and Save transcript to a file options
disabled, RealTime 10 will only display the transcribed text to the screen. When you close
the program your transcription will not be saved.

RealTime 10 Preferences X

Transcription Output Audio  Markers Options

Sync transcript to SoniClear
Save transcript to a file Include Timestamps

Transcript Directory:

C\Users\bjpan\Downloads Browse...

Audio Tab

The Audio tab controls which device is used for audio input and how the input level is
adjusted. RealTime 10 uses the computer audio input settings. Be sure to review these
settings before starting the transcription.

Audio Device
The microphone or audio input source. The dropdown lists all audio input devices that were
available when RealTime 10 was launched. If you add or remove an audio device while the
program is running, exit and restart RealTime 10 to refresh the list.
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The selected device is remembered between launches. For each device, the most recent
volume setting is also remembered, so switching between devices does not lose level
adjustments.

Volume

The slider adjusts the input level for the selected device. The horizontal level meter shows
the current input level. Aim for a comfortable range. Make sure the meter is not too low
(which can cause poor recognition) and does not extend into the red range (which can cause

clipping).
RealTime 10 Preferences X

Transcription Qutput Audio  Markers Options

Audio Device  Microphone Array (2- Realtek(R) Audio) (Defs ~

Volume '

Markers

The default action of a Marker is to enter the Marker text as a note by itself. Markers can
also be defined like text macro speed entry keys. In that usage, pressing the predefined
Marker key appends the text into the current New Note field, leaving the cursor at the end
of the line so you can type more characters.

Marker templates are managed in a separate dialog opened by Edit > Markers. (See Notes
and Markers section).

The list of markers is saved as part of the application preferences and is loaded
automatically when a new transcript is created. Each session file also stores its own copy of
the markers in effect when the session was last saved, so reopening a session restores the
markers that were used at that time.

RealTime 10 User Guide -11 -



RealTime 10 Preferences X

Transcription Qutput Audio  Markers Options

F1: Helene L

F2: Alan

F3: Barbara -

F5: Witness Edit..
Delete
Save...
Load...

Marker Editing, Note Type _.

! Edit Marker X
Key Binding: F5 v
Title Witness
Details
Speaker ID
Style
Type Personal Mote ~

MNote
M Cod
acroLode Transcription Heading
Speaker ID

Options Tab
The Options tab contains general display settings such as font size, speaker ID, and auto-
stopping after a predetermined amount of time.
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Font Size

The size of the text displayed in the Live, Edit, and Final windows, adjustable from 8 pt to
32 pt. The default is 11 pt. The font size is applied uniformly across all three working
windows.

RealTime 10 Preferences

Transcription Qutput Audio

=
L4

Font Size

Show Spesz

— 0 0o

0
Auto-stop mlence
12
14
16
18
20
24
28
32

Show Speaker ID

When enabled, the speaker identification provided by the transcription service is displayed
in the Live window and included in the continuous-append text log. Each speaker turn
begins with the speaker's label (or assigned name) on its own line. To learn more about
setting speaker IDs, see the Speaker Identification section.

The default value is unchecked. Edit and Final windows always display speaker labels
regardless of this setting.

Auto-Stop After Silence

The feature, Auto-stop after silence, will stop the recording after a predetermined set time
has passed since any transcription text has been received, such as when there’s silence.
Setting this prevents transcription from running long periods of time if it’s been left on
accidentally.

The Minutes value sets how long the silence must continue before auto-stop fires. This
feature is disabled by default (unchecked); when enabled, the default value is 5 minutes.
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RealTime 10 Preferences X

Transcription Qutput Audio  Markers Options

FontSize |12 v |
Show Speaker 1D

Auto-stop after silence Minutes: |30

Technical Support
Contact your SoniClear dealer or view the SoniClear Support Page at
ww.soniclear.com/support for technical support information.
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Using RealTime 10

Starting RealTime 10 Software

To start the RealTime 10 software after the license has been installed, click on the
RealTime 10 shortcut link on the Windows desktop or open in from the Windows Start
button.

?\“
g

Reallimesio

This will launch the software and display the main RealTime 10 window:

SoniClear RealTime 10 = m] x

File Edit View Help

US English
. Elapsed: 00:00:00 Billed: 00h 00m  Account Balance: 22h 49m
AD
Live Edit Final Sync || Review Prev || Next [Search..
Y
v
|NEW Note | Transcription Heat v

The RealTime 10 main window is organized into three regions: a toolbar across the top, a
working window area in the middle that switches between three views (Live, Edit, and
Final), and a notes area at the bottom.

The Three Working Windows
The middle of the main window is occupied by one of three working views at any time,
selected by tabs labeled Live, Edit, and Final on the left side of the toolbar.
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Live - Shows transcription as it arrives from the recognition service. Words appear
here first; this is the primary view during active recording.

Sync Review Prev || Next | Search..

Edit - A word-level correction view. The transcript is presented one selected word
at a time, with the ability to replace text, split or merge paragraphs, insert notes, and
reassign speakers.

‘ S ” e | ‘ Prev ” Next |Search”.
a

Edit window — transcript will appear here

Final - A clean, deposition-style rendering of the transcript suitable for review or
copying into a final document. Read-only.

| Sync ” Review | ‘ Prev ” Next ‘Search..‘

Final window — formatted transcript will appear here

Click any tab to switch between views. Switching does not stop or affect transcription
recording continues regardless of which view is visible.

The Toolbar

The toolbar runs across the top of the main window. From left to right it contains:

Start, Stop, and Reset buttons control transcription.
Status box displays the Language, File name, Elapsed Time, Billed time, and
Account Balance.

US English  Transcript 06-09-26 21-14
Elapsed: 00:01:59 Billed: 00h 02m  Account Balance: 22h 47m

TRANSCRIBING

Live / Edit / Final tab buttons select the working window.

System clock displays the current time. Visible only while transcription is active, as

a confirmation that the program is running.
9:35:18 PM TRANSCRIBING

Status indicator field Status Indicators field shows the program's current
operating state:

0 READY - the program is idle and ready to start transcribing.

O STARTING - the program is initializing a transcription session.
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0 TRANSCRIBING - transcription is active and audio is being captured.

0 RECONNECTING - the connection to the transcription service was
interrupted and is being re-established. Transcription will resume
automatically.

o STOPPED - transcription has been stopped by the user.

o FINAL MINUTE - fewer than one minute of transcription time remains on
the account.

0 ACCOUNT BALANCE ZERO - the account has no remaining minutes.
Transcription cannot start until additional time is added.

o INSUFFICIENT BALANCE - there is not enough time remaining to start a
new session.

READY

TRAMNSCRIBING

STOPPED

e Sync and Review buttons control the mode of the currently visible window. (See
Sync vs. Review Mode section)

e A Review-clock appears beside the mode buttons when the window is in Review
mode, showing the timestamp of the content currently visible. The Review-clock
shows the timestamp of the content currently at the top of the window useful for
locating a specific moment in a long transcript.

9:45:12 PM

o Prev, Next, and Search controls on the right side of the toolbar provide find-in-
window navigation.

(-
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The Notes Area

The bottom of the main window contains a small area for working with notes and markers
during transcription:

‘\e:‘- Note ‘ Note v

e Pending markers field displays markers that have been triggered but are waiting to
be attached to the next transcribed segment.

e Partial text field displays the most recent partial transcription text the service has
heard but has not yet finalized.

Speaker-A: text with services who was not yet finalized.

text with services who was not yet finalized.

e New Note field is a text entry box for typing free-form notes during transcription.
Press Enter to submit. To the right of the field is a Note Type dropdown selecting
h(l)w the note is interpreted.

|\e:-'-.- Mote | Mote v
Note
Transcription Heading

Speaker ID
Personal Note

Window Position
The position and size of the main window are remembered between launches. The position
of the Markers panel (when open) is also remembered.

If you move the main window to a second monitor and that monitor is later disconnected,
the window will automatically be re-centered on the remaining display the next time the
program is launched, or immediately when the display configuration changes.

To explicitly recenter the main window on the primary display useful if the window is
hidden behind another monitor or otherwise stranded choose View > Reset Windows. This
recenters the main window and re-places the Markers panel beside it if it is currently open.

Start Transcription

The real-time transcription process can be started and stopped as often as needed. To start
transcription, click the green Start button. Transcription will begin when the Status field
shows
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P19

“Transcribing”, “listening” to the audio on the default Windows microphone device and
displaying the text on the screen.

When you click Start:

e Ifno transcript file is currently open, a new session file is created automatically with
a generated name based on the date and time. The file is stored in the configured
Transcript Directory and can be renamed later via File > Rename. (see the Settings
section)

e The status indicator changes to STARTING, then to TRANSCRIBING once the
connection to the transcription service is established.

e The elapsed time clock starts running, and the system clock becomes visible to the
right of the status indicator, confirming that the program is transcribing.

e Text begins to appear in the Live window as the service interprets the audio.

SoniClear RealTime 10 = O X

File Edit View Help

Multilingual  Transcript 06-10-26 12-49
Elapsed: 02:52:02 Billed: 02h 53m Account Balance: 15h 03m

4:46:20 PM TRANSCRIBING

Sync (658) 12:49:36 PM Search..
T

12:49:47 PM Speaker-B: It cost me four hundred dollars, and the box promised to it vacuum
12:49:47 PM Speaker-B: the living room and recite

12:49:52 PM Speaker-B: poetry. When it arrived, it didn't do either. It didn't even bark. In fact,
12:49:52 PM Speaker-B: his head was

12:49:56 PM Speaker-B: falling off. It's essentially a very expensive paper weight.

12:50:06 PM _Speaker-B: Mrs. Hiaains. what is vour defense?

Speaker ID

The Live window shows three layers of text during transcription:
e The main transcript area holds completed text. Once a line appears here, the

system has finished interpreting it and it will not change further. This is also the text
that is sent to the SoniClear recording software when that integration is enabled.
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e The buffered content area, immediately below the main text, holds the most recent
near-final text. This text is usually stable but may occasionally change if the system
hears additional context that improves the interpretation.

e The partial text area at the very bottom shows the current partial interpretation of
what the service has heard so far but has not yet committed.

While transcribing if you use the mouse scroll wheel to scroll the transcription text, the
transcription will continue without being displayed. This allows you to review the
transcription without stopping the transcribing process. The number shown in the button is
the number of lines that are waiting to be displayed. To see the transcript displaying on the
screen again, click the Resume button.

Stopping Transcription
To stop transcription, click the Stop button.

e Stops capturing audio and ends the connection to the transcription service.

e Stops the billing meter (transcription is billed on/y while transcribing).

e Preserves the speaker identification order. If you click Start again within the same
session, speakers will continue to be numbered in the same order they were before
Stop.

e Saves the current session file to disk.

The status indicator changes to STOPPED. The system clock disappears.

Resetting Transcription

The Reset button stops transcription, clears the current transcript from all three working
windows, deletes the speaker identification order, and starts a new transcription log file (if
the text log feature is enabled). Use Reset when you want to begin a new transcript without
renaming or closing the current session file.

Reset clears the text and cannot be undone. If you want to preserve the current transcript,
save or export it before clicking Reset.

Silence Auto-Stop

When Silence Auto-Stop is enabled in Edit > Preferences, transcription automatically stops
after a configurable number of minutes during which no speech is detected. This prevents
an unattended session from continuing to bill against the account when no one is speaking.

The auto-stop interval can be set on the Options tab of the Preferences dialog. This feature
is disabled by default (unchecked).
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RealTime 10 Preferences X

Transcription Qutput Audio  Markers Options

Font Size 12 ~
Show Speaker 1D

[] Auto-stop after silence 50

Reconnection Behavior

If the connection to the transcription service is briefly interrupted, the program detects the
failure and automatically attempts to reconnect. While the reconnection is in progress, the
status indicator displays RECONNECTING and the audio is held in a local buffer. Once the
connection is re-established, transcription resumes from where it left off.

Brief interruptions are usually invisible to the user. Longer outages may cause a noticeable

gap in the transcript; in those cases, the program will continue to retry until the connection
is restored or until the user clicks Stop.
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Sync vs. Review Mode

Each of the three working windows (Live, Edit, and Final) can be in either Sync mode or
Review mode at any time. The mode is controlled by the pair of Sync / Review buttons on
the toolbar for the active window. The two modes are independent for each window. For
example, you can have the Live window in Sync mode while the Edit window is in Review
mode.

Sync Mode

In Sync mode, the window automatically follows new content as it arrives:

e The Live window scrolls so the most recent transcribed line is always visible.
e The Edit window scrolls to keep up with newly added paragraphs.
e The Final window updates its formatting and stays at the bottom of the current text.

Sync mode is the default state and is appropriate for active transcription, when the user
wants to watch the transcript as it grows.

Review Mode
In Review mode, the window's scroll position is controlled by the user and is not affected
by new content arriving:

e The user can scroll, click, and select freely without losing position.

e A Review-clock appears next to the mode buttons showing the timestamp of the
content currently at the top of the window.

e In the Edit window, one word is always highlighted as the current selection. This
acts as both the cursor for editing and a visual indicator that the window is in
Review mode.

Review mode is appropriate for inspecting earlier parts of the transcript while transcription
continues, or for editing text after recording has stopped.

Switching Modes
To switch the active window from Sync to Review, click the Review button on its toolbar
row. To switch back, click Sync.

In the Live window only, there are two additional ways to enter Review mode without
clicking the button:

e Scroll the mouse wheel while pointing at the Live window to scroll backward
through the transcript. The window automatically switches to Review mode.

e Use the search field: typing text and pressing Enter scrolls to the match, which
places the window in Review mode.

In all three windows, clicking the Sync button returns the window to Sync mode and scrolls
to the most recent content.
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Cross-Window Sync

When more than one window is in Review mode, the system remembers a single shared
"last Review position" , usually the timestamp at the top of the most recently scrolled
window. Switching to a different window in Review mode scrolls it to the same
approximate position so the views stay coordinated.

Switching a window from Review to Sync, and then back to Review, returns it to the exact
word that was selected when Review was last exited from that window.

Mode and Transcription Are Independent

Switching modes does not start or stop transcription. The window can be in Review mode
while the program is actively TRANSCRIBING, and conversely the window can be in Sync
mode after Stop has been clicked. The Sync / Review state controls only how the window
displays content, not the state of the underlying recording.
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Speaker Identification

RealTime 10 identifies who is speaking and labels each line of the transcript accordingly.
The labels can later be replaced with the real names of the speakers, either during the
session or after it has been saved.

How Speakers Are Detected

The transcription service analyzes the audio and assigns each segment of speech to a
numbered speaker Speaker-A, Speaker-B, Speaker-C, and so on, in the order voices are first
heard. This process is called diarization.

Diarization happens continuously as the audio is processed. When a different voice begins
to speak, the service assigns the next available speaker number. If a voice returns later, it is
normally re-attributed to the same number it had before.

Diarization is imperfect, especially in the first few sentences of a session before the service
has heard enough of each voice to distinguish them confidently. It is common for the first
speaker change to be missed, or for two similar voices to be combined briefly. The user can
correct any such mistakes in the Edit window after the fact.

Assigning Speaker Names
By default, speakers are labeled with generic identifiers (Speaker-A, Speaker-B, etc.). You
can replace these with real names so the transcript reads naturally.

There are three ways to assign a name to a speaker.

1. Using a Speaker-ID Marker
The fastest way during live transcription is to use a Speaker-ID marker. When the current
speaker begins talking:

e Type the name into the New Note field at the bottom of the main window.
e Set the Note Type dropdown to the right of the field to Speaker ID.
e Press Enter.

The name is applied to the paragraph the current speaker is in and carries forward to all
subsequent paragraphs from the same numeric speaker. Because a speaker change is often
recognized a sentence or two late, the name also reaches back to the start of the sentence the
speaker is finishing (see When Speaker Names Apply section). Paragraphs from before that
point are not changed.

Once entered, the marker is shown with its type label. For example, ‘Wendy’ for a Speaker
ID marker, versus ‘[Note]’ for a plain note.

11:05:48 AM wendy.: see this? So sync. Okay.
11:05:53 AM [STOP TRANSCRIPTION]
11:08:30 AM [Note] here's a new note
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This lets you confirm at a glance that the entry was made as a Speaker ID, and not, by
mistake, as the default Note type.

2. Clicking the Speaker Name in the Edit Window
In the Edit window, each paragraph begins with the assigned speaker name on the left and
the server-assigned ID. Either zone can be clicked to assign a different name.

i Edit Einal ‘ Sync (9) H Review ‘ 9:57

babs:
Testing. Testing. Are we working? It seems to be like t

it seems to be working just fine. Now Nope. Speaker

Wendy
Babs with a b. But | thought I'm gonna change this t
must be different. That's not what | want. | want this.
interesting.

g
LA
[

Ul o artc il =

Both zones appear even before a speaker is named. An unnamed paragraph displays as
Speaker-A (Speaker-A), showing the generic identifier on both sides.

This layout is deliberate. It allows you to choose, for every paragraph, whether to correct
only that specific paragraph or to apply the new name to all subsequent text. This
distinction is especially critical at the beginning of a session, when the automatic speaker
detection is still stabilizing and multiple speakers might briefly share the same generic
identifier (such as Speaker-A).

By using this dual-zone system, you can name each opening paragraph individually on the
left side without altering the consistent speaker assignments you have already established
later in the transcript.

e C(lick the user-assigned name (on the left side of the speaker label) to relabel only
the current paragraph, plus any forward continuation paragraphs that were split off
from it by pressing Enter on the same speaker. This is useful when you want the
change confined to a single speaker turn.

e Click the server-assigned ID (on the right side of the speaker label) to remap the
speaker forward through the rest of the transcript. Every later paragraph attributed to
this numeric speaker will be relabeled with the new name. This is the appropriate
choice when you want to assign a name once and have it apply consistently to all
remaining content from this speaker.

User-Assigned [ ) Speaker-A:
Alright. So, supposedly

Speaker-B: <:: Server-Assigned
oh, there we go. Okay. Great.
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The Final window does not support label clicks. To reassign speakers, switch to the Edit
window.

3. Editing Speaker Assignments in Bulk
To revise speaker assignments across the whole transcript at once, for example, after a
session has finished, use the keyboard navigation in the Edit window to step through
speaker labels (Up and Down arrow keys visit each label in turn) and click as described
above to apply a forward remap.

When Speaker Names Apply
When a speaker name is assigned, it applies forward from the moment of assignment,
newly transcribed paragraphs from the same numeric speaker will inherit the name.

For paragraphs that were transcribed in the past few seconds, the assignment also applies
retroactively to the current segment. This handles the common case where a speaker change
is recognized a sentence or two after it actually occurred: the name still applies to the
sentence the speaker was just finishing.

If multiple names have been assigned to the same server-assigned speaker during a session
(because the user changed their mind, or because the same numeric ID was assigned to
different voices early on), the most recent assignment wins for new content.

Speaker Names Do Not Affect Diarization

Assigning a name to a speaker does not change which voice the service attributes future
content to. If a different person begins speaking and the service assigns them a new server-
assigned ID, they will be labeled with the default Speaker-X identifier until you assign a
name to that new ID as well.

Manual Correction

When the service mis-attributes a sentence to the wrong speaker, for example, splitting one
continuous sentence between two speakers because a brief pause was misinterpreted, the
assignment can be corrected in the Edit window using the speaker-label clicks described
above. The corrections survive saving and reopening the session file.

The Final window reflects all corrections made in Edit but does not allow them to be made
there directly.

RealTime 10 User Guide -26 -



Editing the Transcript

The Edit window is a word-level correction view of the transcript. It can be used during
transcription, after Stop has been clicked, or after a saved session has been reopened. All
edits made here are preserved when the session file is saved.

Opening the Edit Window
Click the Edit tab at the top left of the main window to switch to the Edit view. The Edit
window can be in either Sync or Review mode. (See the Sync vs. Review section)

In Sync mode there is no word selection, the window simply follows new content as it
arrives.

In Review mode, the Edit window always initially has one word highlighted as the current
selection. This highlighted word serves two purposes: it acts as the cursor for keyboard
editing, and it provides a clear visual indication that the window is in Review mode.

The Edit Layout

Each paragraph in the Edit window begins with a user-speaker label on its own row,
followed by the body text underneath. The speaker label has two clickable zones:

e The left zone shows the assigned name of the speaker (or the default Speaker-A,
Speaker-B identifier if no name has been assigned).

e The right zone shows the underlying server-assigned ID from the transcription
service.

Judge:
Well, after you have the platinum on the men's side, and we're not buying chips today either. Okay? Because

we bought them yesterday.
Speaker-B:

Clicking each zone has a different effect (see the Speaker Identification section).

The transcription service's speaker numbering is reset at two kinds of boundary mid-
session: the scheduled hourly connection refresh (an internal maintenance event), and an
automatic reconnection after a network interruption. When either occurs, the Edit window
shows a marker between paragraphs reading Hourly Refresh: Speaker Identifications
Reset or Network Reconnect: Speaker Identifications Reset, respectively. This indicates
that the speaker numbering has been reset and previously-assigned names may need to be
reapplied to the new numeric IDs.

If the paragraph after the reset belongs to the same speaker as the paragraph before it, the

marker appears inline within the paragraph instead of as a horizontal divider above the
speaker label.
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Selecting Words

In Review mode, there are four ways to change which word is selected:

e Single click a word to select it.

e Double click a word to select the entire sentence it belongs to. A sentence is
bounded by ".", *?°, or *!" within the current paragraph.

e Triple click anywhere in a paragraph to select the whole paragraph.

o Arrow keys move the selection. Left and Right move word by word. Up and Down
move to the same horizontal position in the previous or next line, including speaker
labels, which can also be selected for the click actions described above.

The Up and Down arrow keys preserve a "sticky" horizontal position: pressing Up
repeatedly always lands at the same column even when the intermediate lines are shorter, so
vertical navigation feels predictable.

The New Note Field and Tab Order

The New Note field at the bottom of the main window and the Edit window's Search field
form a two-stop Tab cycle: pressing Tab or Shift+Tab in either field moves focus to the
other.

To delete the selected text without replacing it, select it and press Delete (or Backspace).
The selection is removed and the next non-deleted word becomes the new selection.

Correcting Text

To replace a selected word or phrase with corrected text:

e Select the word (or use double-click for a sentence, triple-click for a paragraph).

e Begin typing. The Edit popup appears containing, top to bottom: a label showing
the corrected text as you type, a label showing the original text, and an entry field
where you type the replacement.

e Press Enter to commit the correction, or Escape to cancel.

Splitting and Merging Paragraphs

A paragraph can be split into two paragraphs by selecting the word that should begin the
second paragraph and pressing Enter. The split takes effect immediately and the second
paragraph inherits the same speaker as the first.

Two adjacent paragraphs can be merged into one by selecting the first word of the second
paragraph and pressing Backspace. The merge takes effect immediately.

If two adjacent paragraphs have the same speaker but were split into two by a forced break,
they will display as a single visual block with no repeated speaker label. Clicking either
paragraph's text selects within that paragraph as usual; clicking the speaker label selects the
whole combined block.
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Inserting Notes

A note can be inserted into the transcript at the position of the current selection. Type the
note text into the New Note field, set the Note Type if needed, and press Enter. The note
appears at the selected word's position, labeled with its type, for example {Note: Title} in
the Edit window, or " {ID: Katherine}" for a Speaker ID. See the Notes and Markers section
for the full per-window formatting.

Notes inserted into the Edit window appear in the Live and Edit windows, but not the Final
window and in the Live and Edit text exports.

If no word is selected when you try to insert a note in Review mode, the program will
display a message asking you to select a word where the note should be inserted.

Finding Text

To find text in the Edit window, click in the Search field at the right end of the toolbar (or
press Ctrl+F or choose Edit > Find) and type the search term. Press Enter to find the first
match. Use the Prev and Next buttons (or press Enter again) to step through additional
matches.

When a match is found, the Edit window scrolls to bring it into view and the matching word
becomes the current selection. The window automatically switches to Review mode if it
was not already.

Find works the same way in the Live and Final windows. Ctrl+F focuses the Search field of
whichever window is currently active.

Undo and Redo

Each text edit, paragraph split, paragraph merge, speaker assignment, and inserted note can
be undone with Ctrl+Z. Subsequent redo with Ctrl+Y re-applies the change.

The undo history is maintained per session and covers all edits made since the session was
opened, across both the Edit and Final windows, and is preserved across switching tabs.
When a session is closed and a different session is opened, a fresh undo history begins.

What Editing Does Not Affect

Edits made in the Edit window do not affect:

e The audio (RealTime 10 does not record audio).

e The transcription service (corrections are applied locally, not sent back to the
service).

e The continuous-append text log (if enabled, the log file contains the original
transcribed text exactly as it was first written).

The .rts session file preserves both the original transcribed text and the user's edits. The
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Live, Edit, and Final windows always show the edited result; text exports also reflect the
edited result.
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Notes and Markers

Notes and markers are annotations attached to specific points in the transcript. They appear
in the Live and Edit windows, but not the Final window, which stays a clean deposition
draft, and are included in the Live and Edit text exports. A note can be typed freely at any
time using the New Note field, or triggered as a pre-defined "marker" with a single
function-key press.

The New Note Field

The New Note field is the text entry box at the bottom of the main window. To enter a note:

o Click in the field.

e Type the note text.

o Press Enter to submit.
04:04:58 PM Helene: |do. Ah, mira, bueno.
NANA:21 DAA IRESET TRAKISRIDTINAI

Here is where you type your notcﬂ Mote

The behavior of Enter depends on the current state of the program and the active window:

e During active transcription, with the Live or Edit window in Sync mode: the
note is added to the pending markers queue and is attached to the transcript at the
position of the next transcribed segment. This ensures the note's position in the
transcript matches when the user typed it relative to the spoken content.

e During active transcription, with the Edit window in Review mode and a word
selected: the note is inserted into the transcript at the selected word's position.

e When transcription is stopped: the note is inserted as a standalone entry at the end
of the transcript (in Sync mode) or at the selected word's position (in Review mode).

After a note is submitted, the New Note field is cleared and ready for the next entry.

Note Types

To the right of the New Note field is a Note Type dropdown that controls how the
submitted text is interpreted. The four types are:

e Note (the default): A general-purpose annotation. The text is added as a labeled
‘[Note]’ line in the transcript at the appropriate position.
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e Transcription Heading: Treats the text as a section heading. Useful for marking
the start of a new topic, witness, or recording segment within a longer session.

e Speaker ID: Treats the text as a speaker name to assign to the current speaker (see
the Speaker Identification section).

e Personal Note: A private annotation that is included in the transcript and the .rts file
but is intended for the user's reference only. Personal notes are visually
distinguished from regular notes.

I
|\ ew Note | Note v
Note
Transcription Heading

Speaker ID
Personal Note

Marker Templates

A marker template is a pre-defined note that can be inserted with a single function-key
press or a click on the Markers panel. Each template has:

e A title - the text that will be inserted (for example, "Exhibit Marked", "Off the
Record", "Witness Sworn").

e A type - Note, Transcription Heading, Speaker ID, or Personal Note (matching the
four New Note types).

e An optional key binding chosen from a fixed set of 56 valid combinations: F1
through F12 unmodified, Ctrl+F1 through Ctrl+F12, Shift+F1 through Shift+F12,
NumPad 0 through NumPad 9, and Ctrl+NumPad 0 through Ctrl+NumPad 9.
Pressing the assigned key combination inserts the marker. Alt-modified bindings
and Ctrl+Shift+F-key combinations are not supported.

Marker templates are configured in Edit > Markers. The dialog lists all current markers
and provides buttons to Add, Edit, Delete, Save, or Load from saved Marker templates.
Markers are saved per-session as well as in the application preferences.

o® Session Markers X

F1: Helene Add..
F2: Alan

F3: Barbara
F5: Witness
F6: Prosecuter

Edit..

Delete

Save...

Load...

Cancel OK I

When a new transcript is created, the markers configured in Preferences are loaded
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automatically. When an existing transcript is opened, that session's saved markers are used
instead.

The Markers Panel

The Markers panel is a floating window that displays the marker labels and binding keys.
Open the panel via View > Markers.

The Markers panel:

e Floats above the main window without stealing focus, so you can keep typing in the
New Note field or editing in the Edit window while the panel is visible.

e Repositions itself automatically beside the main window when the main window
moves to a new monitor or when the display configuration changes.

Click any marker button in the panel to insert that marker into the transcript at the current
position. The marker uses its configured title and type.

Using Function Keys for Markers

When a marker template has a key binding, pressing that key combination from anywhere
in the main window inserts the marker. The Markers panel does not need to be open for
function-key markers to work.

Key bindings are configured per marker in the Edit > Markers dialog. To assign or change
a binding:

e Open Edit > Markers.
e Sclect the marker in the list.
e Select the Edit button.
e Use the Key Binding dropdown to pick an unused binding, or to overwrite an
existing one.
e Click OK.
Edit Marker X
Key Binding: |F1 v
Title F2 — Alan
Details F3 — Barbara
F4

Speaker ID F5 — Witness
F6 — Prosecuter
F8
F9
Macro Code |F10
F11

Ci7

Type

When you select a binding that is already in use by another marker, a dialog appears asking
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whether you want to overwrite the existing binding, edit the other marker instead, or cancel.

Inserted Markers in the Transcript

When a marker is inserted, it appears as an annotation line labeled with its marker type.
This way, a Speaker ID is easy to tell apart from a plain Note at a glance. The label is
abbreviated: Note, ID (Speaker ID), Heading (Transcription Heading), or Private
(Personal Note).

The exact form differs slightly between the two windows:

e Live window (and the pending-markers area while a marker waits to attach): ‘[ID]
Katherine’, or ‘[Note] Witness Sworn’. When the marker has details, they follow a
colon : ‘[Note] Witness Sworn: by Mr. Smith’.

o Edit window: ‘{ID: Katherine}’, or ‘{Note: Witness Sworn}’, shown in a distinct
color. When the marker has details, they follow a dash ‘{Note: Witness Sworn - by
Mr. Smith}’.

The same format is used for all four user-visible note types (Note, Transcription Heading,
Speaker ID, Personal Note). The type controls the marker's behavior, not its appearance in
the Live window:

The type controls both the marker's behavior and its label:

e Note, Transcription Heading, and Personal Note are recorded as note annotations
with the labels above.

e Speaker ID is recorded as an ‘[ID]’ / “{ID: }’ annotation and also assigns the title
as the name for the current speaker (see the Speaker Identification chapter).

In the text exports (File > Export submenu), inserted notes appear in the Live Window and
Edit Window exports. Both the Final Window and Final Window with Line Numbers
exports skip notes entirely so that the Final output remains a clean deposition-style dratft.

Editing Markers After Insertion

To change the text or type of a marker that has already been inserted into the transcript,
switch to the Edit window, navigate to the marker line, and edit it like any other transcript
content. The marker can also be deleted in the same way.
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The Final Window

The Final window presents the transcript in a clean, deposition-style format suitable for
review or for copying into a final court reporting document. It is the third of the three
working windows, selected by the Final tab at the top of the main window.

Deposition-Style Formatting

The Final window applies the conventional deposition transcript layout:

e FEach paragraph begins with a 5-character first-line indent.

e The speaker name appears at the start of the first line, in bold uppercase, followed
by a colon and two spaces.

e The body text begins on the same line, immediately after the speaker label.

e Wrapped continuation lines flow flush left at column 0, creating a uniform block
paragraph rather than a hanging indent.

For example:
*  MR. SMITH: Good morning. I'd like to begin by’ ‘asking you a few questions about
your work at the’ ‘Altria Group during the period in question.’

When the same speaker continues across a forced paragraph break (for example, after a
long answer is split into multiple paragraphs by the transcription service), the continuation
paragraph flows flush left throughout with no repeated speaker label.

What Appears in the Final Window

The Final window shows the transcript with:

e All edits applied (corrections from the Edit window are reflected here).
e All assigned speaker names in place of the default Speaker-A, Speaker-B identifiers.
e All inserted notes and markers, except where suppressed by the Final-only export.

Reading and Reviewing

The Final window is read-only. To make corrections, switch to the Edit window, make the
change there, and then switch back to Final. Any change made in Edit is immediately
reflected in Final.

The Final window can be in either Sync or Review mode. In Sync mode, the window
scrolls to the bottom as new content arrives. In Review mode, the user controls the scroll
position and a Review-clock displays the timestamp of the content currently at the top of
the window. The Final window does not support word selection. Up and Down arrow keys
scroll line by line.

Searching in the Final Window
The Search field at the right end of the toolbar searches the Final window's text just as it
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does the Live and Edit windows. Ctrl+F focuses the search field when the Final window is
active. Matches are highlighted and the window scrolls to bring them into view.

Search only matches body text, speaker labels are excluded from search results so that a
search for a common word like "and" does not match every speaker label that starts with the
letter A.

Page Numbering (Numbered Export Only)

The Final window itself does not display page numbers. However, the Final Window with
Line Numbers export (see the Saving and Exporting chapter) produces a text file with 25-
line pages, each beginning with a "Page N" header and each body line prefixed with a two-
digit line number. This format is suitable for citation in legal proceedings.

Differences from Edit and Live

The Final window differs from the Edit window in several ways:

e Read-only: no word selection, no editing, no inserted notes (notes are inserted in
Edit and appear here automatically).

e No 58-minute refresh markers: these are visible in Edit (as either a horizontal rule
or an inline marker line) but suppressed in Final.

e Deposition formatting: bold speaker prefix on the same line as the first body line,
with continuation flush-left wrap, rather than the column-based speaker label of the
Edit window.

The Final window differs from the Live window in:

e No partial text area, no buffered content area, no New Note field within the
window: these are only visible in Live (the New Note field at the bottom of the
main window is shared across all three windows).

e Cleaner typography: the Final window is intended for review, not for active
monitoring.

Saving and Exporting

RealTime 10 saves the full transcript to a session file (.rts) during transcription. The session
file preserves every transcribed word along with its timing, the original transcribed text, all
user edits, all assigned speaker names, and all inserted notes and markers. A session file can
be reopened at any time to continue working on it or to export the transcript in a different
format.

File Formats

The Session File (.rts)
Each transcription session is stored as a single .rts file in the configured Transcript
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Directory (see the Settings section). The file is created automatically when transcription is
started, and is updated automatically as transcription continues and as edits are made.

You do not need to save the file manually. RealTime 10 saves during transcription and after
each edit. Closing the program, closing the session, or losing power does not lose work that
has been transcribed or edited.

Continuous-Append Text Log

If Save Transcript is enabled on the Output tab of Preferences, RealTime 10 also writes
each line of transcribed text to a plain ".txt" file in the Transcript Directory as it is
transcribed. This is useful for sharing the transcript live with another program that watches
the text file.

File Pulldown Menu Options
The continuous-append log contains the original transcribed text, not edited corrections. To
produce a text file with edits and notes applied, use File > Export instead.

File Menu
The File menu provides the following operations on the current session:

File > New
Creates a new, empty session file. If a session is currently open, you will be prompted to
save it first.

File > Open...
Opens an existing .rts file. A standard Windows file dialog appears for choosing the file.
After opening, the transcript appears in all three working windows.

File > Open Last File

Reopens the most recently created, opened, or renamed session file. This is a convenient
way to resume work on the file you were just using. If the file has been moved or deleted
since it was last recorded, a message appears explaining that the file is no longer available.

File > Close

Closes the current session. Any unsaved edits are saved first. If the session contains no
transcribed text and no notes (for example, you used File > New but never started
transcribing), the empty placeholder file is removed automatically.

File > Rename...

Renames the current session file. A Save dialog appears with the current filename pre-
filled; you can change the name, navigate to a different folder, or both. The file is renamed
on disk.

File > Delete...
Deletes the current session file from disk after a confirmation prompt. Use with care - this
action cannot be undone.
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File > Export > Submenu Options

The Export submenu produces a plain-text file containing the transcript in one of four
formats. Each export opens a Save dialog with a suggested filename based on the current
session's name and writes a complete UTF-8 text file at the chosen path.

Live Window as Text

Exports the visible content of the Live window verbatim. The format matches what is on
screen, including the ‘[Note]” column for inserted notes. Use this format when you want a
quick text capture of the running transcript exactly as it appeared.

Edit Window as Text

Exports the Edit window's content. The post-edit transcript has corrections applied, speaker
labels on their own lines, and any inserted notes included. This format includes the speaker-
reset markers, for example "--- Hourly Refresh: Speaker Identifications Reset ---" or "---
Network Reconnect: Speaker Identifications Reset ---" : if they appear in the Edit window.

Final Window as Text

Exports the Final window's content - the deposition-style text with the bold-prefix speaker
labels and flush-left wrap. The plain Final export omits notes and reset markers for the
cleanest possible output. Lines are wrapped at 65 characters.

Final Window with Line Numbers as Text

Same as Final, but with line numbers and page breaks. Each page contains 25 numbered
body lines and begins with a "Page N" header. Each body line is prefixed with a two-digit
line number (‘01 * through ‘25 ). This format is suitable for citation in legal proceedings.

Suggested Filenames
Each export's default filename is based on the current session's base name with a suffix
indicating the format:

e Live '<name>-live.txt’

e Edit "<name>-edit.txt’

e Final '<name>-final.txt’

e Final with Line Numbers '<name>-final-numbered.txt’

You can override these by typing a different name in the Save dialog. The default save
location is the directory containing the current .1ts file, or the configured Transcript
Directory if the .rts location is unavailable.

When Export Is Available

The File > Export submenu is enabled only when a session is currently open (after File >
New or File > Open). When no session is active, all export options are disabled. The Live
export specifically captures whatever is in the Live window at the moment the export is
invoked.
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Working with SoniClear Recording Software

When RealTime 10 is used together with a SoniClear recording product, Meeting Recorder
10, Gov Recorder 10, or Court Recorder 10, the two programs cooperate to produce a
recording with synchronized transcript.

Enabling the Integration

To send the live transcript to the SoniClear recording program, enable Sync transcript to
SoniClear on the Output tab of Edit > Preferences in RealTime 10. The setting is
remembered between launches.

When Sync transcript to SoniClear is enabled and the SoniClear recording program is
actively recording, RealTime 10 sends each finalized line of transcript text to the recording
program in real time. The recording program stores the text together with the audio so that
the transcript is preserved as part of the recording, not as a separate file.

Playback in SoniClear

When a recording is made with a SoniClear recording product, RealTime 10 integration is
played back and the transcript text is displayed in sync with the audio. As the playback
cursor moves through the recording, the corresponding transcript line is highlighted. The
user can also click on a transcript line to jump playback to the moment that line was
recorded.

Export to Microsoft Word

Inside the SoniClear recording product, the captured transcript can be exported to Microsoft
Word as a fully formatted document. This is in addition to the text export formats available
in RealTime 10 itself (File > Export submenu). The Word export is an option of the
SoniClear product; see the documentation for that product for details.

Audio Source

When the SoniClear recording program and RealTime 10 are running simultaneously, both
programs access the same audio device. The recording program captures the audio to a file;
RealTime 10 sends a copy of the audio to the transcription service for recognition.
Adjusting the input volume in either program affects both.

Starting and Stopping

The RealTime 10 transcription session and the SoniClear recording session are
independent. Starting transcription in RealTime 10 does not start recording in SoniClear,
and vice versa. The integration coordinates the transcript text but does not synchronize the
start and stop actions.

For a typical workflow:

e Start the SoniClear recording first.
o Confirm the recording is in progress.
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e Start RealTime 10 transcription. The transcript will be inserted into the SoniClear
recording from this moment forward.
e When finished, stop RealTime 10 transcription first, then stop the SoniClear

recording.

This sequence ensures that all transcribed text has been delivered to the recording before
the recording is closed.
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Keyboard Shortcuts

The following keyboard shortcuts are available in RealTime 10.

Search

* CtrI+F: Focus the Search field of the currently active window (Live, Edit, or
Final). Equivalent to Edit > Find.

Editing (Edit Window, Review Mode)

The Edit window in Review mode always has exactly one word selected. The following
keys act on that selection.

Navigation

e Left arrow: Move selection one word to the left.

e Right arrow: Move selection one word to the right.

e Up arrow: Move selection to the same horizontal position in the previous line.
From the first line of a paragraph, selects the paragraph's speaker label.

e Down arrow: Move selection to the same horizontal position in the next line. From
the last line of a paragraph, selects the next paragraph's speaker label.

e Shift+arrow: Extend the selection from the anchor word.

Up and Down preserve a "sticky" horizontal position, so vertical navigation across lines of
varying length lands predictably.

Editing the selected word

Type any printable character: Open the Edit popup with the typed character as the
start of replacement text. Press Enter to confirm or Escape to cancel.

Type a punctuation character . °," *?° *!" 75" ":" °/° *"): Toggle that punctuation
at the end of the selected word, without opening the popup.

Space: Remove any trailing punctuation from the selected word.

Ctrl+Enter: Open the Edit popup positioned at the start of the selection (for
character-level editing such as inserting a character at the start of a word).

Ctrl+' (Ctrl+quote): Toggle double quotes around the selected word.

Delete: Delete the selected word(s).

Backspace: At the first word of a paragraph, merge with the previous paragraph.
Otherwise, delete the selected word.

Paragraph structure

Enter: Split the current paragraph at the selected word. The selected word becomes
the first word of a new paragraph.

Undo / Redo

Ctrl+Z: Undo the last edit.
Ctrl+Y: Redo the last undone edit.

Canceling
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e [Escape: While the Edit popup is open: cancel and close the popup. With a selection
but no popup: clear the selection.

Mouse Editing (Edit Window, Review Mode)

e Single click on a word: Select the word.

e Double click on a word: Select the sentence containing the word.

e Triple click in a paragraph: Select the entire paragraph.

e Single click on a speaker label, left zone (assigned name): Reassign the speaker
name for the current paragraph and recent matching paragraphs.

e Single click on a speaker label, right zone (numeric ID): Forward-remap the
speaker. Reassigns this speaker's name from this paragraph forward through the rest
of the transcript.

Tab Cycling
The New Note field and the active window's Search field form a two-stop cycle:

e Tab or Shift+Tab (from the New Note field): Move focus to the active window's
Search field.

e Tab or Shift+Tab (from any Search field): Move focus back to the New Note
field.

The Edit window itself participates with shift-direction awareness:

e Tab (from inside the Edit window): Move focus to the New Note field.
e Shift+Tab (from inside the Edit window): Move focus to the Edit window's
Search field.

The Edit window is a one-way exit in the New Note a1 Search cycle 4€” neither Tab nor
Shift+Tab brings focus back to the Edit window once it has left. Return by clicking in the
Edit window or by pressing the Edit tab button.

Markers

Marker key bindings are drawn from a fixed set of 56 combinations. Pressing the bound key
inserts the configured marker, if a marker has been assigned to that key in Edit > Markers:

F1 through F12 (unmodified)

Ctrl+F1 through Ctrl+F12

Shift+F1 through Shift+F12

NumPad 0 through NumPad 9
Ctrl+NumPad 0 through Ctrl+NumPad 9

Alt-modified bindings and Ctrl+Shift+F-key combinations are not supported and will not
trigger a marker.

Menu Mnemonics
The menu bar supports standard Windows Alt-key mnemonics. The following commonly-
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used sequences are available:

Alt+F: Open the File menu.

Alt+E: Open the Edit menu.

Alt+V: Open the View menu.

Alt+V, M: View > Markers (toggle the Markers panel).

Alt+V, R: View > Reset Windows (recenter the main window and re-place the
Markers panel).

Alt+E, F: Edit > Find (equivalent to Ctrl+F).

AIt+E, P: Edit > Preferences.

Alt+E, M: Edit > Markers.

Live Window Scroll Behavior

Mouse wheel backward in the Live window: Scrolls backward through the transcript
and automatically switches the window to Review mode.

Any non-navigation keystroke (with focus on the Live or Final window itself, not on
the Search or New Note text boxes) returns the window from Review back to Sync
mode.
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Troubleshooting

Common Error Messages

RealTime 10 displays plain-language error dialogs when a file operation cannot be
completed. Each dialog includes a brief explanation, the file path involved, and a "Details"
section at the bottom with the underlying technical message, useful when contacting
Technical Support.

The most common error messages are:

e "This file appears to be damaged or is not a valid SoniClear transcript." The
session file (.rts) cannot be parsed. The file may be empty, truncated, or corrupted.
Try opening a different file, or restore from a backup if one is available.

e "The file was not found at the expected location." The file has been moved,
renamed, or deleted since it was last referenced. Use File > Open to locate the file at
its current path.

e '"Permission was denied." Either the file is in a folder you do not have access to, or
it has read-only attributes set. Check the file's permissions in Windows Explorer.

e "The file is currently in use by another program." Another program (often the
previous instance of RealTime 10, or a backup utility) has the file open exclusively.
Close the other program and try again.

e "An unexpected error occurred." A condition the program did not specifically
anticipate. The technical details below the message will help Technical Support
diagnose the cause.

Restart to Refresh Devices

If you connect or disconnect an audio device while RealTime 10 is running, the new device
will not appear in the dropdown until the program is restarted. Exit RealTime 10 fully and
launch it again to refresh the device list.

Where Settings Are Stored

The settings on each tab are saved to a per-machine preferences file in the SoniClear
preferences folder. The preferences folder is normally inside the user's Documents folder
under ‘SoniClear\’; an IT administrator can override the location via a Windows registry
setting if needed.

The per-machine filename includes the computer's name so that running RealTime 10 on
two different computers with the same shared Documents folder (for example, when
Documents is synchronized via OneDrive or a similar service) does not cause the two
computers to overwrite each other's settings.

Where Logs Are Stored

When RealTime 10 encounters an unexpected internal condition, it writes a brief entry to a
log file named RealTimeProblemLog.txt in the SoniClear preferences folder. The
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preferences folder is normally:
"C:\Users\<your username>\Documents\SoniClear\" (or whatever location an administrator
has configured as the preferences directory).

When contacting Technical Support, attach this file to your support request. The log
contains the date and time of each problem, a brief description, and any error details. It does
not contain any audio or transcript content.

Only One Copy Can Run at a Time

RealTime 10 allows only one copy of the program to be running at a time. If you launch the
program a second time while it is already running, the second copy will exit silently without
opening a window. This is intended behavior, running two copies would cause both to
compete for the same audio device, the same session file, and the same transcription
minutes.

Window Is Off-Screen

If the main window appears to be missing, the program will automatically re-center it on
the primary display the next time it is launched, or immediately when the display
configuration changes. This might happen because it was last positioned on a monitor that
is no longer connected, for example.

To explicitly recenter the window, choose View > Reset Windows if you can reach the
menu, or quit and relaunch the program.

Audio Device Changes Require Restart

The list of audio devices is read once at program startup. If you connect or disconnect a
microphone or other audio device while RealTime 10 is running, the new state is not
reflected in the Audio tab of Edit > Preferences until you exit the program and launch it
again.

Transcription Stops Unexpectedly
If transcription stops unexpectedly and the status indicator shows an error condition rather
than RECONNECTING:

e ACCOUNT BALANCE ZERO means the transcription minutes on your account
have been used up. Purchase additional minutes from your SoniClear dealer.

e FINAL MINUTE is a warning, not an error. Transcription continues until the last
minute is used. Watch for ACCOUNT BALANCE ZERO immediately after.

e Other error conditions are reported with a descriptive message. Try clicking Start
again. If the problem persists, capture the message and any
RealTimeProblemLog.txt content and contact Technical Support.

Slow Network or Brief Outages

Brief network slowdowns may cause a momentary delay between speech and transcription
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appearing on screen. The transcript catches up as soon as the network recovers.

Longer outages may cause the connection to drop. The status indicator changes to
RECONNECTING and the program retries automatically. While RECONNECTING is
displayed, any speech is held in a local buffer and is sent to the transcription service once
the connection is restored.

If the outage is very long, some audio may be lost before reconnection completes. Speak
briefly at the start of a new session to confirm transcription is working before continuing.

Session File Disappears

If a session file appears to be missing from the Transcript Directory, check first whether it
was renamed (File > Rename) or deleted (File > Delete) in a previous session. These are
intentional operations.

If you cannot locate a file that you know contained real content, check:
e The Recycle Bin, in case it was deleted manually.
e The Transcript Directory configured in Edit > Preferences > Output (it may have
been changed since the file was created).

e Any backup or sync target if your Documents folder is backed up.

Contact Technical Support if a file you expect to find is genuinely missing.
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