Before you begin 

The first step to becoming a TTE subcontractor is to carefully read through the subcontractor agreement.  You can find this agreement on the login page of TTE’s Intranet Web site.  Just click the subcontractor agreement link, print and read.  If you agree to the terms, sign the document and fax it back to Terry at 815-923-2932.  This step needs to be completed before TTE can begin to assign you any work.

Next you will need to acquire a foot pedal if you don’t already have one.  What pedal you choose to use is up to you, but it must be able to be used with ExpressScribe or similar transcription software.  This software is available for download, free of charge, at the following URL.  The company also offers a variety of pedals on this site as well:

http://www.nch.com.au/scribe/index.html?ref=overtureusa&ref2=scribe
Here are a few other options for pedals:

http://www.scantracker.com/dictationfootpedals.htm?OVRAW=Foot%20pedals%20for%20transcription&OVKEY=transcription%20foot%20pedals&OVMTC=standard
http://www.sylvansoftware.com/accessories.htm#footpedal
Many subcontractors have found bargains buying used pedals—eBay usually has a few for sale at any given time—so if cost is a factor, it pays to do a little shopping around.

You will also need Microsoft Word Version 7.0 or higher.  While other word processing programs are compatible with Word, much formatting is lost when the file is converted, creating extra work for proofreaders.  Therefore, only documents typed in Word will be accepted.

TTE’s jobs are made available via audio files uploaded onto an ftp site or via TTE’s Intranet page, and therefore a high speed Internet connection (DSL, cable, T1 line or satellite) is required.  Dial-up connections cannot handle these large audio files.

In addition to your primary ISP, (Internet Service Provider) TTE requires all typists to have a second e-mail account.  This back-up account will ensure that you are able to get your work in by deadline should your primary server go down or be out of service.  There are several online services that will provide an e-mail account for free or at a minimal charge, such as Hotmail.com, Ivillage.com, junogold.com (minimal monthly fee).  Please furnish this secondary e-mail address to Terry when you are ready to begin taking work. 

TTE requires all typists to have an anti-virus program installed and updated at least monthly, if not more often.  This is to protect both you and whomever you deal with at TTE, as a virus can spread quickly in either direction.  Norton and McAffee are the industry standards, but any good program that allows you to download new virus definitions on a regular basis is fine.  Running a virus scan of your computer on a weekly basis is strongly recommended.

The last, but ultimately most important requirement is a good grasp of English, grammar and sentence structure.  TTE does not teach these skills—you must bring them with you to the job.  You will be required to go through a training process before being accepted onto the regular typing staff, and you will need to demonstrate that you have the necessary skill set to do the job.  

And please remember, this is a job, not a hobby or something to do to make a little extra money when you need it, so you need to treat TTE with the same respect and consideration you would give to any other place of employment.  TTE has deadlines to meet every day, and typists who consistently miss deadlines or fail to complete work assigned will be removed from the staff and not given any further work.  You must be able to complete one 60-minute job per day, Monday through Friday, and turn it in to your proofer by the assigned time.  While in training, you will be evaluated after five jobs and if we assess that your skill level does not meet TTE’s minimum requirements, training will be terminated.  As a gauge, it takes approximately one hour to transcribe 15 minutes of talk if you transcribe 65 wpm.  If you are unable to commit to this type of turnaround schedule, please do not sign and return the subcontractor agreement and go through TTE’s training process.  

During training and when you start accepting regular work, it is a requirement for all typists to perform a self-edit.  This is done by reading through the transcript while you re-listen to the audio.  Some typists proof their work as they type, and don't necessarily need to go and re-listen to every call, but for your first few jobs it is strongly recommended that a full self-edit is performed so you can gauge your accuracy.  During training and throughout your relationship with TTE, all work will be proofed for accuracy.  TTE guarantees its customers a 99.5% minimum accuracy level and it is up to the typist to be sure that they are able to submit work that meets that minimum.  If the quality of a typists’ work consistently falls below the 99.5% accuracy ratio, they will be informed that they are on probation for a set amount of time.  If their accuracy does not improve, they will no longer receive work from TTE.

PAYDAY!!!

TTE pays subcontractors once a month, on the last day of each month.  There is a one-month delay with your first paycheck.  So for example, if someone starts in October, they are paid for all jobs from October on November 30th.  You are then paid every month as long as you’ve done work for the preceding month.

Checks will be mailed to you, and may arrive a day or two early, but please make sure you do not cash your check until the date on the check.  Since so many of our subcontractors are located in different states, checks are mailed a couple days before the actual pay date.  However, we do not move money into the payroll account until the last day of the month.  TTE will not cover NSF charges due to a typist cashing their check before the scheduled date and the account not having sufficient funds to cover the check.  Failure of people to comply with this request will result in not mailing your check until the day before the pay date, and resulting in not receiving your check until a few days after pay day.

