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Welcome to Associate  dictation for 

Windows Mobility®

Associate mobility has the same look, feel, and 

functionality as its desktop counterpart

Let’s exam each screen element ....
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1) Rewind button.

2) Play button.

3) Fast Forward button.

4) Insert button. Used for inserting additions within an 

existing dictation.

5) Record button.  Used to start a dictation or pause a 

dictation.

6) Time-line slide indicator, allows positioning to an exact 

point of the dictation.

7) SEND button.  Used when a dictation is completed.  

Once pressed the author  prompted for optional 

information.

8) CLOSE button.  Deletes a dictation in progress and 

resets the screen for the next recording.

9) NEW button.  Used to start load a new tape.

10) A file name is automatically created for each dictation 

once a dictation has started.  Optionally, the author 

may change the file name prior to sending. 

11) The Tape Player window is a visual aid which 

indicates when the device is ready for dictation.   When 

dictating, the tape spins, indicating the device is 

recording. 

12) Record volume indicator.  Optimum level should be 

in the yellow zone.

11

Windows
Mobile



To perform a dictation, press (1) the record button; speak into 

the microphone.  You will see the (2) visual tape player spin. 

Notice that a file name (3) is automatically generated.  You can 

alternately start by pressing (4) New, and then the record 

button.

When finished, click on the (1) the record button and press the 

(5) Send button and a menu, below, will be displayed (see 

slides to follow) and select the Work Type, the Priority, a 

Description, and an ID Number if necessary.

To finish, press (6) OK.

This job has now been sent to the a typist.  A copy of this 

dictation will also appear on the author’s desktop job area.
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Set a Work Type:

Press the (1) down arrow to the right of Work Type

and a list of available work types will appear.  

Select a work type.  1

2

Set a Priority:

Press the (2) down arrow to the right of Priority and 

a list of available priorities will appear. Select a 

priority.  The priority numbers are in order of 

urgency, where # 1 is most urgent.
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Selecting a Typist:

Select a (4) Typist by highlighting (5) the down 

arrow.  Choose public, private, or a specific 

typist who will transcribe the job.

Press (6) OK to send.
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Set a Description:

A (1) Description, if appropriate, or instruction 

may be added to this box.
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Setting Description, ID Number & Typist
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Set an ID Number:

An (2) ID# may be added to this box.  A list of 

previous ID’s will be display upon pressing the (3)

down arrow or a new ID may be entered.
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Windows
Mobile Check Job Status

If you wish to check any of the work flow of your previous dictations, press (1) Send

menu item button.  A list of options will appear.  Highlight and click on (2) Check 

Dictation Status.  Choose from (3) the time period you wish to view.

Associate includes this action as part of the Dynamic Reporting® feature.



Dynamic Reporting®

Associate provides an integrated communication and work flow reporting 

system called Dynamic Reporting®.  It is a detailed audit trail of all 

comments and reasons sent between the staff and author.  A continuous, 

relevant-to-task  communication for each individual dictation avoids 

unnecessary and irrelevant  dialogue.

Dynamic Reporting provides transparency, audit trail, and accountability.

In this specific instance, the typist started the dictation, then placed the job 

On-Hold with the reason, ñWaiting on Instructions.òThe author, in turn, 

can then reply with the further instructions.
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