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To run a query, login to the Associate portal.
Query
UseriD | |
Password |
Cancel
E& The query screen has two sections; (1) Search Criteria and (2) Filter.
Search Criten
W PortNexus RepotDelal————— ReportOnDale Select Jobs with Stalus
’75‘ Standard  Histany ¢ Created © Completed Amended -
: achived g > |
Type of U From [{7 January -22:10 ~ hssigned
@ Author € Transciiber AwatrgDispach < |
To [I¥] Jaruary 2210 | Charge Code Awailing Fleturn
|ﬁ.lms ﬂ Call40ffice 0
| & Charge Codes _»| |Camplete
Telephone Usend  Confrnation Mumber Carrection Incomgl ™

~Fiker: 0 Dictations. (Total ime of 00:00:00}
Date[AlDates | Priorty | Al Priores v ] Work Type [ AlWork Types v | Status [ AlStatus v Transciibes [Al Transcibers ]

Author ated Priority | Due Date |Status | Transcriber Description J::-".'HLE




O . - -~
A2 auery Search Criteria %5 PortNexus
@

Associate Query has a Search Criteria tool which allows for a detailed information.

R 2 2

Report On Date Select Jobs with Status

(¢ Created ¢ Completed Amended Pending
Archived [] - Recognition On Hold
From |I¥ November-01-03 ~| ﬁsmdo < | Complete

g|[* ===t llomme Ry
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1) Report Detail: Select History to review the record with all comment. A Standard
report will print the most recent comment.

2) Type of User: Select either Author or Transcriber.

3) Select either a specific Author or Transcriber; all authors or all transcribers from the
drop down list.

4) Report on Date: Request either jobs Created on or Completed on a date or select a
date range.

5) Charge Code: To search by this field select all codes or a specific code from the
drop down box.

6) Select Job with Status: Click to highlight each required status, then click the > or <
arrows to include or exclude each.
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Associate Query has a Filtering tool which expand

s the search criteria.
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Search Criteria

~Repoit Detail———1 Report On Date Select Jobs with Status

(¢ Standard (" History (¢ Created ¢ Completed Amended Pending
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Filter: O Dictations. (Total time of 00:00:00)
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Further search refinement is achieved by selecting on of these 5 filter boxes:

1) Date: Select a specific date or all dates when each dictation was created.

2) Priority: Select a specific priority as originally selected by the author.

3) Work Type: Select a specific work type.

4) Status: Select a specific job status, as it currently exists in the work flow.

5) Transcriber: Select a specific typist which that has sent a dictation.

After the Criteria and Filters are selected, click Search (in the left margin)
to display the result. Click Report, to display a printable version.
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After selecting the filters, the query report displays these fields.

—Filter. 16 Dictations. [Total time of 00:04:47)
DatelAll Dates _vJ Priority l All Priorities _v_l Work Type I All'work Types _v_l Status l All Status j Transcriber AII Transcribers =
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1. Author: Lists authors, arranged alphabetically. 6. Transcriber: Lists the typist that is assigned to transcribe
the dictation.
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2. Created: Lists the date and time a dictation was received
into the Associate system. 7. Description: Displays the description of a dictation
entered by the author.
3. Priority: Lists the priority of the dictations set by the
author. 8. Work Type: Lists the work type of a dictation selected by
the author.
4. Due Date: Lists the calculated latest date a dictation
should be transcribed by the typist based on the priority. 9. Length: Displays the length in hours, minutes, seconds
of a dictation:
5. Status: Displays the active status of each dictation:

(a) Pending - waiting for a typist 10.Charge Code: Lists the charge code for the dictation job
(b) Overdue - job missed expected typist turnaround time selected by the author.

(c) Running - currently being transcribed by a typist

(d) Incomplete - started but not complete by a typist 11.Comments: Displays the latest comment that has been

(e) Complete - completed by a typist

(f) On Hold - On Hold by a Author entered by the author, typist or system.



Below is the screen result from using the search criteria:
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Fiter: 6 Dictations. (Total time of 00:01:19)
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Select Jobs with Status
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Date: Wed Jan 20, 2010 12:01 pm
Search Criteria B

‘Author Gaylie, michael
Department sjones

From 'Sun Nov 1, 2009

To Wed Jan 20, 2010

‘Status Pending ‘
|Recognition On Hold |
Complete ‘

6 Dictations. (Total time of 00:01:19)
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And, here is the printable version:

lauthor Created .‘.Prlomy o Istatus | TranscnberJDescrIptlon }VT‘C’; lLengtn| koo }.Comments
s:cy,"fel 2“:‘;1§M2°°9 ’1 IPanding : |f:f: 00:24 1Job Declined: kdkd
g::);‘\l:el ; ‘1 Pending jlooking for comments Jg:::: O: 00:09 §EMI!;sf;x this to Pat
s:cyr‘::el {1 ’Pending ’ 5VReason exercise }g:z’: e '00: 11 j'::iz?:‘;’:ed&:‘:‘ my
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Created DueDate |Status Transcriber Work T
Gayie,nid\ael Nov 13, 1 [Pendng | |Sales Lead 00:24 Job Decined: kdkd
Gayle, michael Jan 12, 1 Pendng looking for comments Account Setup 00:08 iShall I fax this to Pat Robins?
Gayle, michael Jan 12, 1 [Pending Reason exerdse |Account Setup 100:11 {Job Decined: Not my area of expertise
Gaylie, michael Nov 05, 2 [Pendng Assign to SSW derk ti Sales Lead 00:26
Gayle, michael Nov 04, 3 |Pendng |assigned to SWW der Sales Lead 00:04
Gayle, michael Jan 08, 5 |Pending |Mobile 00:05
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