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Associate® Typist - Transcription Module

Starting Associate Transcription:

To start Associate Transcription module, double click the Associate

Typist icon from the desktop or the preferred link set from your system

administrator. The Staff login screen will be displayed:

The typist is prompted to enter their User ID and Password.  

Click Login to proceed.

Note:  If you have not been assigned a User ID and Password please contact your system administrator.



Typist

The typistôs main screen is separated into three application areas:

(1) The transcription player area contains all the play functions for playback of an 

Authorôs dictation.

(2) The transcription navigation area allows viewing the various stages of the 

dictations. 

(3) The transcription job area displays all dictations available within the chosen 

navigation area.

(4) The active control panel, used to play a dictation.
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Transcription Main Screen
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Typist

1) Volume control: To adjust the playback volume of 

a dictation move the slider up to increase volume 

and down to decrease.

2) Visual tape indicator window:  A dictation is active  

when a tape is seen inserted in the player. The 

file name is displayed above the player. The tape  

spins to indicate rewind, play and fast forward. 

3) Sound level meter which consists of three color 

input levels; green, yellow & red.  An ideal audio 

input level is yellow.

4) Time-line slide indicator: Allows positioning to an 

exact point of the dictation.

5) Rewind dictation button is used when not using a 

foot control.

6) Play dictation button is used when not using foot 

pedal. 

7) Fast Forward dictation button is used when not 

using a foot pedal.

Transcription Player Area
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The Player Area contains all the dictation playback functions.

8) Stop dictation button used when not using a foot 

pedal.

9) Pause dictation button used for pausing a 

dictation when not using a foot pedal.

10) Playback speed:  When playing a dictation, the 

playback speed can be adjusted by moving the 

slider right to increase and left to decrease.

11) Settings:  To set individual keyboard & playback 

preferences.

12) Mobile:  Used for uploading dictation from select 

digital recording devices or USB/Mobile device.

13) Logoff  (from the typist module all work is auto 

saved).

14) Roam between departments, if permitted.
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Typist

The transcription navigation area contains three portals. When selecting any of 

these portals, the icon changes to green-yellow to show that it is now active. The 

dictation job area will display a complete list of dictation jobs within that portal.  

To refresh the dictation job area simply click on the icon again.

1) The In portal contains all the dictation jobs which have been submitted for 

typing.  The status any dictation will be one of the following :

a) Pending - Dictations have not yet been selected for transcription. 

b) Overdue - Dictations that have missed the expected completion 

date and time, and are still Pending.

c) Running ïDictation currently being transcribed.

2) The On Hold portal contains all dictations that have been placed on hold 

by a typist for a stated reason and are listed with the status of Incomplete.  

Dictations in this area are not available to other typists.

3) The Complete portal contains all dictations that have been completed and 

sent  back to the author. 

Transcription Navigation Area



1) Filter - The filter is used when trying to locate a 

specific dictation or group of dictations. Job area 

lists can be filtered by dictation date, priority, work 

type, status, transcriber or a combination of each. 

To select a filter click the drop down box beside the 

specific filter; the job area list will be automatically 

refreshed.

2) Totals - Displays the total number of dictations & 

total accumulative  time of those dictations for that 

user.

3) AuthorïLists the author of each dictation.

4) Created ïLists the date and time which each 

dictation was received and posted to the job area.

5) PriorityïLists the priority of each dictation.

6) Due Date ïThe due date is calculated by the 

system indicating when the dictation should be 

completed.

7) StatusïLists the active status of each dictation:
Á Pending - waiting for a typist.

Á Overdue - missed expected turnaround time.

Á Running - currently being  transcribed by a typist.

Typist Transcription Job Area
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Á Incompleteïstarted, but placed On Hold.

Á On Holdïjob was placed On Hold.

Á Complete - completed by a typist.

8) ID Number ïA reference number assigned by  

the author.  Or, shows whether public or private.

9) Description ïInformation provided by the 

author.

10) Work Type ïDisplay the work type of a dictation     

as chosen by the author.

11) Length ïIndicates the lapse time of the 

dictation.

12) Charge Code ïA reference code assigned by 

the author.

13) Comments ïDisplays the latest comment that 

has been entered against the dictation by the 

Author, transcriptionist or system.

Allows the typist to find and sort dictations
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Typist Opening a Dictation Job

Right click the desired job, it will be highlighted in blue (2) and a pop up 

window appears.  Select (3) Transcribe, and the dictation will load to the 

(4) tape player. 
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The list of dictations pending will populate to the dictation job area.
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To open a dictation for transcription, select the (1) In portal in the 

transcription navigation area.

Alternatively, double-click on a job or drag & drop to the tape player.  

Dictations may be played using a foot pedal, the on-screen (5) play 

button, the (6) active control panel or customizable hot keys.



Note: A template canbe assignedto eachof the work types,i.e. the
sampleSalesLeadtemplatedisplayedabove.
Whenthe typist choosesa dictation where an author hasattacheda
template to the dictation, that will be loadedalongwith the sound
file. Thedictationwill playin the background.

If a template hasnot beenassignedto a dictation by the author, the
typist must open a new MS Word or Word Perfect document to
transcribe.

(Corporate Work Type letterhead sample)Typist


