Quick Start Guide

For Reporters using CATalyst version 21.5 or
later, to prepare for the best experience when
working with APEX Agencies



Let’s Get Started

Complete the steps in this guide to connect with APEX and prepare for fully-
integrated benefits when using CATalyst for APEX agency jobs. You must be using
CATalyst version 21.5 or later.

Register

If you already created an APEX account on the APEX website, skip this section and go to
Connect CATalyst to APEX on page 4.

1. Select the Login from the Apex menu at the top of your CATalyst screen

Case CATalyst - [User: C\..\Sydney] - [Manage jobs]
i@ Eile View Tools n_Window Help
e N &k
Manage Jobs  Edit ) e Dictionary | Import  Expd
= : ' Job Actions > .
4 [ ! . 1
D@+l x Job Assignments e - R
O v Calendar
Profile and Rates
Loyalty Points
2. Select Create New Account Now
mApex Login X

Use an existing Apex account to login.
If you don't have an account, please dick Create New Account Now.

E-mail: . |

Password: | | |

Login

Forgot Password

‘ Create New Account Now ,

< Back Cancel Help
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3. Fillin basic information about yourself and create a password.

m Apex - New Account - Personal Information X r

Connect with APEX now to unlock new features that will save
you 1-2 hours each day, and help you fill your available time
with reporting jobs.

Personal Information:

Type: Reporter v
E-mail: | julie @courtreporting.com ‘
First name: l Julie ‘
Last name: I Adams ‘
Phone #: l 8475551234 ‘
Password must be:

-between 8 and 16 characters

- Contain at least 1 Uppercase letter and 1 lowercase letter
- Contain at least 1 digit

Password: ‘ sssssses |

Confirm Password: ‘ sessnses |

< Back Next > Cancel Help

4. Fill in basic information about your company. When you click Next, your APEX
setup will be complete, and you will be ready to log in.

m Apex - New Account - Company Information X r
Company Information:
Company Name: ‘ Julie Transcripts |
Phone #: ‘ 8475551234 |
Biling Address 1: | 1234 Wiliams Ln |
Biing Address 2:(Optional) | |
City ‘ Anytown |
State: Tlinois ~
Country: USA ~
Zip Code: ‘ 12344

< Back Mext > Cancel Help
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Connect CATalyst to APEX

Once you've created your APEX login,

1. Select the Login from the Apex menu at the top of your CATalyst screen

Case CATalyst - [User: C\..\Sydney] - [Manage jobs]
¥ File View Tools | n Window Help
N LY
: 3 gencies
: Manage Jobs  Edit . e Dictionary | Import  Expd
. 1 | Job Actions B =
: ‘ ‘ ) | [ 1
QB +1@IXRIF o pesignments [0/ B @RI EY
£ o 5 Calendar
Profile and Rates
Loyalty Points I
2. Log in with your email address and password.
m Apex Login x
Use an existing Apex account to login.
If you don't have an account, please dick Create New Account Now.
E-mail: | julie @courtreporting. com| ‘
Password: | sesssene ‘
Forgot Password
Create New Account Now
< Back Cancel Help
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3. Once logged in, it is recommended that you check Auto Login to Apex at CATalyst
startup, so you will stay connected to APEX whenever you are able to connect to the
Internet. This will allow you to keep the lines of commmunication with agencies open,
so you will receive job requests and updates will happen in real time.

H Apex - Account hed

You are logged in as julie@courtreporting.com

[] Auto Login to Apex at CATalyst startup.

< Back IEI Help
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Set up your Profile

Setting up your profile in APEX will coommunicate your services and rates to agencies in the
APEX Ecosystem. You will need Internet access to complete this step, because you will be
maintaining this within the APEX web interface.

1. Select the Profile and Rates from the Apex menu at the top of your CATalyst screen

Case CATalyst - [User: C\..\Sydney] - [Manage jobs]
¥ File View Tools | Apex | Function Window uelp
: h Login
: Agencies
: Manage Jobs  Edit eDictionary
Job Actions
m Job Assignments

-

Impo

v e @

DE(Hde
‘20;

—————

Eroﬂ% and Rates
| Loyalty Points

Julie Johnson

2. When you reach the Profile screen, upload your picture (so agencies can see your
smiling face!), add preferences and certifications. Don’t forget to enroll in
Stenograph’s Loyalty Program by clicking the green button!
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Set up your Services

Select the services that you offer to let agencies know your capabilities, and set up rate

cards that will help you when you're ready to create an invoice for work completed. You will
need Internet access to complete this step, because you will be maintaining this within the

APEX web interface.

1. Select the Profile and Rates from the Apex menu at the top of your CATalyst screen

Case CATalyst - [User: C:\..\Sydney] - [Manage jobs]

‘@ Eile View Tools [ Apex| Fundion Window Help

- ﬁ .4—, Login E ‘ &
: 3 Agencies \ '-
': VManagegob‘s Edit Jols Kithios : ?'egicﬁonary: Imp
: L] B’ +1GH X lZ] Job Assignments l'ﬁ" 4 P - F
O :J Calenda

T
Loyalty Foints
..... Julie Johnson

2. Access the Configure Services tab within your profile and select the services that
you offer. You will use these later to create line items when you create an invoice.

APEX

Ui Dashboard @& Agencies & My Profile Invoices Reports

My Profile ruic

General

Service
After-Hour
Copy Transcript
Exhibit Scanning Color
Loaner-Computer
Loaner-Laptop
Loaner-Speaker
Parking
Proofreading
Proofreading Rush

Realtime

Configure Services

6 Julie Adams
% Steno Reporter s
Rate Card Profile Billing Information Activity Logs Loyalty History
Enabled/Disabled Service Enabled/Disabled
Bonus
Exhibit Scanning B&W (-]
Late Cancel Fee -]
Loaner-lpad
Loaner-Projector
Original Transcript (-]
Per Diem
Proofreading Daily
RealTime Connection Fee
Rough

3. If you don't see a service on the list that you do offer/charge for, or would like the
description you use on your invoices to read differently, you can customize. Select
Add Another Service found at the bottom of the default list of services.

<4 Add Another Service
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Set up your Rate Cards

Set up your Default Rate Cards that will be visible to in-network and out-of-network
agencies (see Agency Relationships on page 11). You can also create custom rate cards for
specific agencies or situations. You will need Internet access to complete this step,
because you will be maintaining this within the APEX web interface.

1. Select the Profile and Rates from the Apex menu at the top of your CATalyst screen

Case CATalyst - [User: C\..\Sydney] - [Manage jobs]
‘¥ Eie View Tools [ Apex| Fundion Window Help

LI L
i Agencies |

* Manage Jobs Edit e Dictionary | Im
. — Job Actions 4 = R

@ Job Assignments v v @ |

P
_ ProfijyandRates )

Julie Johnson

2. Access the Rate Card Profile tab within your profile. Create default rate cards for In-
Network and Out-of-Network agencies. You can also create custom rate cards.
Remember to hit the green SAVE button before creating a different rate card or
leaving this screen.

Note that services offered during the rate card setup are based on your selection of
services that you offer on the Configure Services tab. If you think something is
missing, add that service and then come back to this tab to set up your rates.

My Profile | pusc Save Rates
S
General Configure Services Rate Card Profile Billing Information Activity Logs Loyalty History
Rate Card Profiles | Default Rates [Out-Of-Network] -
Services Used By Agencies

Late Cancellation Threshold 24 Hours

screenshot are not
After-Hour 25 Per Hour .

intended to represent
Bonus 0 Flat Fee accurate market rates.
Copy Transcript 3.25 Per Page
Exhibit Scanning B&W 35 Per Page
Exhibit Scanning Color 40 Per Page
Late Cancel Fee 200 Flat Fee
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3. Ifyou've created any custom rate cards, you can assign them to agencies. Click the
Assign Agency button on the Rate Card Profile tab

My PrOﬁIe Public Save Rates

General Configure Services Rate Card Profile ‘ Billing Information Activity Logs ‘ Loyalty History

Rate Card Profiles ~ Default Rates [Out-Of-Network] ~ | Assign Agency I } =name Rate Card

Then select the desired rate card from the Rate Card Profiles drop-down and the
desired agency from the Assign Rate Card Profle to Agency drop-down. Click
Save.

Assign Rate Card Profile

Rate Card Profiles®

Chicago and Suburbs

Assign Rate Card Profile to Agency * >

kelect Agency to Assign

Reporters Get Paid
Checkmark Reporting
Checkmark Reporting

Transcripts R Us
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Set up your Billing Information

You will be able to send a professional-looking invoice directly from CATalyst for the jobs
that you complete. This part of your profile sets the stage for content that will be common
to all invoices that you create. You will need Internet access to complete this step, because
you will be maintaining this within the APEX web interface.

1. Select the Profile and Rates from the Apex menu at the top of your CATalyst screen

Case CATalyst - [User: C:\..\Sydney] - [Manage jobs]
‘g File View Tools

[Apex| Function Window Help

Julie Johnson

£ Login -y

} ﬁ M Agencies &
.: Mamgf Jobs  Edit Jols Ketions . ge Qicﬁonaw Imp
CD) B! +ii d‘ x Job Assignments l‘ﬂJ o P - f

Efoﬂ% and Rates 2

Loyalty Points

2. Access the Billing Information tab within from your profile, and upload your logo, if
you would like one to appear on your invoices. You can also enter your default
payment terms and any notes that you would like to appear on invoices.

When you connect with an agency using APEX, they will give you their “Secret Key”
to connect for payments through third-party provider, Stripe®, You'll do that at the
bottom of the screen by clicking Add New and entering information requested.

My Profile ruic

General Configure Services

Upload Logo *

Best I l Porting

Update logo. Browse

Default Payment Terms

Net 30

Use the brand logo

Rate Card Profile Billing Information Activity Logs Loyalty History

Notes

To view and pay invoices go to https://apex.stenograph.com

Oops! Looks like you don't have any agency added.

To be able to receive payments, you need to send your billing information to the target agency.
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Agency Relationships

APEX allows you to connect with agencies you know and helps agencies looking for a
reporter to find you! You will need Internet access to complete this step, because you will
be maintaining this within the APEX web interface.

1. Select the Profile and Rates from the Apex menu at the top of your CATalyst screen

Case CATalyst - [User: C:\..\Sydney] - [Manage jobs]
¥ Eile View Tools [Apex| Function Window Help

8 >IN 4

; Manage Jobs  Edit Jge Dictionary | Imp

lDE(.‘.’d[x Job Assignments —__&’”S'Pi.]

O:! Calendar
r". Manage jobs

Profile and Rates

Loyalty Points

F Julie Johnson

2. Adialog will appear with three tabs. In-Network will list agencies that you already
have a relationship with (once you select them and they respond). Pending will list
the agencies that you have invited and who have not yet responded. Add New will
list both of the above, and allow you to search for agencies you'd like to connect
with. Enter their name, city, or even their state to begin your search, select the
desired agency, and click the Invite button at the bottom of your screen.

ﬁ MAgencies it

In-Metwork Pendifg  Add New
. D

Agency Mame |City State |Ph0r‘|e# | -

= : Out of Network Agencies
Use Search Above...

= :In Metwork Agencies

Checkmark Reporting  Anytown lllinois 8474526534
Checkmark Reporting  Anytown inois 84723232332
Reporters Get Paid Evergreen Colorade 7734154680
Transcripts R Us Anytown lllinois 1234567890

= :Invitations Sent
First Agency, Inc. Elmhurst lllinois 1234567890
Frank Agency and Co  Arlington Heights  [llinois 9876789198

Liva'e Tert A n i~ 11K H AN A

Close Help
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What's Next? It all starts with a Job Proposal

CATalyst now has a notification bell icon in the function ﬂ Notifications 7
bar at the top of your screen. You will see a numeral otifieations | || MEW JOB:
. . . . . ) = Case Name: Oatmeal v Gr...
indicator when you have a notification, and if you don't Start Date: 8/31/2021 10...
' H H H H Agency Name: Checkmar...
ha've your Notifications Pane open, clicking the bell will open CBent: ickering Law Gro— |
this pane to reveal your messages. Address: 1 Pickering Cent... k
City: Anytown
. . . . State: lllinoi:
Click the grey menu bar to the right of each job to take action or Zipcf,de:z';g,;
clear the Notification.
JOB STARTING TODAY:
, . . Case N : Mal Sh...
If you are away from CATalyst, don’t worry—you will get an email e e
notification to the email address you used when you registered gﬁ:::fg':‘;nr::’sfgi‘;k;f['té
for APEX. Click the link in that email to access the proposal in Address: 567 E University A...
City: Anytown
APEX and accept' State: lllingis

ZipCode: 61239
If your Profile included a checkmark in the preference to receive
SMS (Text) messages, you will also get a text message with a link. "Aﬂ:eﬁ"mE'm""en:Eﬁﬁ:xf: y

Keeping track of Jobs

Job Assignments 9
: Filter: Enter filter text he

The Job Assignments pane will help you keep track of the jobs
that you have in progress. ! Group By: Job State -

Case Mame: Oatmeal v ...

The jobs can be sorted by Job State or Date. Start Date:  8/21/2021 3.
. : . . Agency:  Checkmark ...
Click the grey menu bar to the right of each job to take action. fﬁ;npﬁm: F.iCEZ,iT;T_am

Address: 1 Pickering ...
Anytown, lll...

Witness: Cameron H...
-| :Concluded
Case Mame: Persimmon ...
Start Date: 771472021 2....
Checkmark ...
Bronze 8 C... [~
567 E Univer...

Anytown, ...
William West

—=| :Submitted
Case Mame: Maple vs Oak
Start Date:  6/23/2021 1...
Agency: Reporters G..
Law Firm: Lawperand .|~
Address: 973 M. Hero...
Scottsdalg, ...
Witness:  Jane Witt
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APEX Job Workflow

APEX jobs will have a consistent process for all agencies with whom you work. The process
is described below.

7

Step

You receive a NEW JOB Proposal

If you have accepted the proposal, the job

will be awaiting confirmation until the
agency has confirmed that you are the
reporter that they have selected.

Where to find it

Notifications Pane

Email

Text Message (if enabled SMS
messaging in your Profile)
Calendar

Job Assignments Pane

If you have been confirmed by the agency,

you will find the job in the Job State
Assigned.

Set Job State to Concluded when
proceeding has ended.

Submit files and set Job State to
Submitted.

Jobs in the submitted state are ready for
Invoicing.

Invoiced

Other notes:

Calendar

Job Assignments Pane

Calendar

Job Assignments Pane

Job Assignments Pane

Business Center

Business Center (Invoices Tab)

14

Actions
Accept or Reject the proposal.

View Details to learn more about the
time, location, and other details

If you take no action, the proposal
may expire and you will no longer be
able to accept.

Wait for confirmation notification.
There may be more than one
reporter who accepted, so the
agency will confirm when they make
the selection.

You can Cancel if you find that you
are no longer able to cover that job.
Select Conclude Job for a job that is
in the Assigned state. This change
of state will update to the agency
through Apex when you are
connected to the Internet, to keep
them informed.

You may be submitting roughs (aka
dailies), final transcript, exhibits, or
even receipts. Your action choices
are to Submit Files or View Job if
you want to refresh your memory
about the details of the job.

When you are done submitting
everything to the agency for the job,
you will change the status by
selecting an All Files Submitted
button on the upload screen.

From the list of jobs in Submitted
state, you can choose to Prepare
Invoice, View Files, or View Job.

When you create an invoice, it will go
directly to the agency.

Invoices submitted will be listed with
indication of payment status.

If you enrolled in the Stenograph Loyalty Program (on your profile), you will earn

loyalty points for each job completed, and be able to use those points for dollars off
on Stenograph products and services. For more information on that program, go to
www.stenograph.com/loyalty

You will also see a Job State category for Cancelled within the Job Assignments
pane. This gives you the opportunity to submit an invoice, in the case of a late

cancelled job.
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Version 21.5 “Wow!"” Features

This release of CATalyst is all about extending the capabilities of CATalyst to enhance the
productivity of reporters through integration with APEX, Stenograph’s new workflow
solution for agencies. These new features allow you to increase efficiency and handle all
aspects of the job—from scheduling to billing, and everything in between, all from your
CATalyst desktop.

Gain back a month of time, up to $5,000 in revenue opportunity a year. Also, reporters
can earn on average up to $400 in Loyalty points for being part of the APEX
ecosystem.

Features Reporter Benefit

C?"QECt with Agencies Connect to agencies you already work with and find new ones,
within APEX Ecosystem without having to browse multiple sites.

Create a profile that communicates your credentials and
capabilities to agencies without having to discuss by phone or
Create a Profile email. Let agencies know that you have familiarity with terms
related to a complex topic, that you are open to virtual proceedings,
or willing to accept jobs that require out-of-town travel.

Your profile can include your default rates, but you can also create
Set up Rate Cards custom rate cards for different regions, specific agencies, types of
jobs, etc. that will help you when you prepare invoices in the new
CATalyst Business Center.

Jobs accepted through APEX will appear within the CATalyst job
Job Calendar calendar once accepted. Block time when you are unavailable, and
you won't receive job requests for those blocked dates/times.

Within CATalyst, you will receive notifications—a new agency wants
. to connect, there is a job proposal for you to accept or reject, or there
Notifications has been a change to a time or location. You can acknowledge
these in just a few seconds when you’re off the record, without
having to check your email, voice messages, or texts.

Keep track of all of the jobs that you've accepted and see their
. status at a glance within CATalyst. From here you can take

Job Assignments Pane immediate action—such as start translation for a job, submit a
transcript that your editor has just finished reviewing, or begin to
create an invoice for a finished job.

Continued on next page...
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Features Reporter Benefit

Job Details are
Automatically Integrated

Details about the job such as time, location, witness name, attorneys
expected to appear, and more are automatically provided from
APEX, directly to your CATalyst job file. If things change, you won't
have to manage emails and texts from the agency, as these details
will update in CATalyst.

From there, you can incorporate information from the APEX job
details as fields in your include files, so that the job worksheet,
title page, and appearance page contain this information without
having to re-key it.

Submit Transcripts from
CATalyst

No need to keep track of which agency uses Dropbox vs. an FTP
site or manage multiple login credentials. When your transcript is
complete, you can submit transcript, exhibits, and other job
materials directly from CATalyst through APEX.

New CATalyst Business
Center

Create an invoice within CATalyst with an integrated process that
intuitively starts with job details and aligns with services ordered on
job worksheet. Includes submitting the invoice to the agency,
accepting electronic payment, and tracking payment status.

Loyalty Program

Earn points for interacting with APEX, and for doing actions you
already do. Points can be earned for renewing Edge, purchasing
CATalyst, and joining Ascend training.

08/2021

All of us at Stenograph would like to thank you for relying on CATalyst for the important
work that you do. We are committed to continuing the tradition of adding features and
functionality to make you more efficient, and your business more profitable.

This guide has gotten you off to a great start! Our Training Agents will soon be ready
to help you, as are Stenograph Technical Support—and look for webinars, training
and tips on Stenograph’s Ascend Training Network. If you haven’t tried your free
month of Ascend to see if it’s right for you, now is a great time to start.

Let the agencies you work with know that you are set up and ready to receive job

requests through APEX!
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