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DIGITAL DICTATION ON REMOTE 

DESKTOP 

If you are at an offsite location and have a dictation clip 
that you want to transfer to your Assistant or send to 
the Word Processing Department at BDP, please do the 
following steps: 

1. Make sure you are not logged onto Remote 
Desktop.  If you are, please log off.  Also make sure 
your Dictaphone device is turned off as well 

2. Connect your Dictaphone device to your PC or 
Laptop to the USB port 

3. Turn on the Dictaphone device and wait for a dialog 
box to appear to indicate a drive letter assignment 
by the computer's Operating System.  Note this 
drive letter 

4. Now proceed to log on to Remote Desktop 
(BDPvTS1).  For instructions, please refer to 
www.bdplaw.net 

5. Once you are logged on to the Remote Desktop 
service, double–click  the "BDP Cool Stuff" folder 
on the Remote Desktop screen 

6. Double-click on the "DSS Explorer for Lawyers" 
folder 

7. To ensure that the proper drive mapping is in 
place, click on "Edit / Options" on the menu bar of 
"DSS Explorer for Lawyers" program window 

8. Type the following "\\tsclient\drive letter" (i.e. 
\\tsclient\e) in the "My Dictaphone Drive" field.  
Replace "…drive letter" with the drive letter 
identified in Step 3 earlier.  Please note that you 
do not put a colon at the end of the drive letter 

9. Type your Lawyer initials in the "Use File Prefix" 
field and click OK 

10. You will now see a + (plus symbol) appear beside 
"My Dictaphone" in the folder list.  In the future, 
when you finish Step 6 above and if you see this + 
symbol beside "My Dictaphone" folder already, 
skip to Step 11 

11. Now click on "My Dictaphone" on the folder list, 
you will see your digital clip appear on the right 
hand side 

12. Expand on either the "My Transcribers" or "All 
Transcribers" folder list by clicking on the + symbol 
appearing beside them.  To find out how to set up 
the "My Transcribers" list, refer to "Help and 
Support" and search for "Digital Dictation" and 
click on "DSS Explorer User Guide" and go to 
Section 1.3 

13. Now you can transfer your digital clip to either 
your Assistant's folder or the Word Processing 
Department by dragging-and-dropping the clip into 
their folder 

DIGITAL DICTATION DEVICE NOT 

CONNECTING ON REMOTE DESKTOP 

If after completing (Step 8 – on left) and you are still 
unable to connect your Dictaphone device with Remote 
Desktop, please do the following steps: 

1. Log-Off from Remote Desktop 

2. Turn off Dictaphone Device 

3. Right-Click on "BDP vTS1" icon on desktop 

4. Click "Edit" 

5. Click on "Local Resources" tab 

6. Click on the "More..." button just below 

7. Select all checkboxes (i.e. Drives, Other supported 
Plug and Play (PnP) devices) 

8. Click OK 

9. Click on the "General" tab 

10. Click on "Save"  

11. Close window for "BDP vTS1" 

12. Re-do (Step 1 onwards – on left) 
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