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Starting Associate Dictation:

To start the Associate Author module, double click the Associate Dictation 

icon on your desktop or from the preferred link set by your system 

administrator. The Author login screen will be displayed:

Associate® Author –Desktop Dictation

The Author 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.



Author

The Authorôs main screen is separated into three application areas:

1. The dictation recorder area contains all the buttons for the recording and playback 

of a single dictation.

2. The dictation navigation area allows viewing the various stages of a single 

dictation in the Author module.

3. The dictation job area displays all dictations available within the chosen navigation 

area.
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Author

1) The visual tape indicator window (the tape 

player) is a visual aid. A dictation is active when 

a tape is seen inserted in the player. The file 

name is displayed above the player. The tape 

must be spinning to be in a record, rewind, fast 

forward or play mode. 

2) The dictation audio input indicator is a visual 

aid to help control the level of audio input. It is 

made up of three color input levels- green, 

yellow & red. An ideal audio input level is 

green to yellow.

3) Rewind dictation button.

4) Play dictation button.

5) Fast Forward dictation button.

6) Stop dictation button.

7) Pause dictation button.

8) Record dictation button.

9) Insert dictation button is used for inserting 

additions within an existing dictation.

Dictation Recorder Area
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10) Quick Save button: This feature is useful when 

part way through a long dictation it is advisable 

to stop and save. Simply press the record 

button once to continue the dictation.

11) Volume control is used to adjust the playback 

volume when playing  a dictation.  

12) Time-line slider indicator allows positioning to 

an exact point in a dictation.

13) New: Used to start a new dictation. Click 

record  button (8) to start dictation.

14) EOL (End of Letter): Used for closing the 

current dictation, and navigating the dictation to 

the job navigation area.

15) Settings: Used to set specific Author module 

parameters for a specific Author. 

16) Mobile: Used for uploading dictations from 

select digital recording devices.

17) Logoff: Logoff



Author Dictation Navigation Area

1) The Out icon displays all the dictations in the dictation job area that have been 

submitted for typing, yet have not been completed. Dictations in this area can be 

at the following stages:

a) Pending - Dictations have not yet been selected for typing by a 

transcriptionist. 

b) Overdue - Dictations that have missed their expected completion date and 

time, and are remain Pending.

c) Running ïDictation currently being transcribed by a transcriptionist.

d) Incomplete - Dictations have been started, yet not completed by the 

transcriptionist.

2) The On Hold icon displays all dictations that have been placed On Hold by the 

Author, and are not available to the transcriptionist(s). Dictations in this area can 

only be at the following stage:

a) On Hold - Dictations not released to the transcriptionist(s). 

3) The Complete icon displays all dictations that have been completed by a 

transcriptionist. Dictations in this area can only be at the following stage:

a) Complete - Dictations that are completed and waiting for management to 

archive. 

4) The Deleted icon displays all the dictations that have been withdrawn from the 

dictation job ñOutò list by the Author. Dictations in this area can only be at the 

following stage:

a) Withdrawn - Dictations that have been deleted by the Author. 
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The Dictation Navigation Area allows viewing of the various stages of a single 

dictation. When selecting an icon it will change to a bright green-yellow. The dictation 

job area will display a complete list of dictation jobs for the selected icon. To refresh 

the dictation job area once it is selected, simply click on the icon again.



Author Dictation Job 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) Created - List the date and time a dictation was 

received into the Associate system.

4) Priority ïLists the priority of the dictations set by 

the Author.

5) Due Date - Displays the calculated latest date 

dictation should be transcribed by a 

transcriptionist based on the priority.

6) Status - Lists the active status of each dictation:
Á Pending - waiting for a transcriptionist.

Á Overdue - job missed expected turnaround time.

Á Running - currently being transcribed by a 

transcriptionist.

Á Incomplete ïstarted, but not completed by a 

transcriptionist.

Á Complete - completed by a transcriptionist.

Á On Hold - on hold by the Author.

7) Transcriber - Displays the transcriptionist that 

is assigned to transcribe the dictation.

8) ID Number - Displays Authorôs assigned 

transcriptionist (public or private) or displays 

the ID number generated by the Author during 

a mobile or telephony dictation.

9) Description ïDisplays the description of a 

dictation entered by the Author.

10) Work Type - Displays the work type of a 

dictation selected by the Author.

11) Length - Displays the length in hours, minutes, 

seconds of a dictation.

12) Charge Code - Displays the charge code for 

the dictation job selected by the Author

13) Comments - Displays the latest comment that 

has been entered against the dictation by the 

Author, transcriptionist or system.
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Author Performing a Dictation

Click the (1) Record in the dictation recorder area. The (2) moving tape player 

indicates a recording in process.

When finished, click (3) EOL or right click the tape player.  

Select (4) Send for Typing from the pop up menu.  The 

Description screen then appears:
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The dictation mode allows an author to easily perform and transmit a job for 

transcription.  Some parameters may be modified if desired.



Author 

From the Description screen, select a (1) Work 

Type from the drop down list that best 

represents the current dictation job. The 

related and pre-defined (2) Priority will 

automatically be selected based on the chosen 

work type. Any pre-defined priority can be 

over-written by opening the priority drop down 

list and selecting the value that best 

represents the current dictation job. 

The default value for (3) Typist Group is 

ñPublicò. Open the drop down list to choose 

ñPrivateò when a dictation job needs to be 

routed to a specific typist. If ñPrivateò is chosen 

a ñTypistò drop down list will appear so the 

specific typist may be chosen, and 

appropriately routed.  

Should your organization use charge codes, available codes may be selected from the (4)

Charge Code drop down list.

Additional instructions may be provided to the typist by selecting the (5) Description of the 

Recording box by entering a description.  Additional (6) information may be added to this 

comment box.

Select (6)OK to send dictation to the selected typist(s).
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