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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:

PortNexus
Author

UserID |
Password |

I Cancel
e

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.
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The Aut hor 0 sissemaiatad irdodhree application areas:

1.

3.

The dictation recorder area contains all the buttons for the recording and playback
of a single dictation.

The dictation navigation area allows viewing the various stages of a single
dictation in the Author module.

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

I%Porﬂ\’cxus 0 Fie: o Q
r: : g QONDONOO ¢
i Stopped
Fiter. 4 Dictations. (Total tene of 00:00:27)
[oalnoau | Priocy | All Priorties v | Work Type | AlWork Types v | Status | ANStatus v | Transciiber | Michaels, Gayle ~ |

f ! ; | 1
Lo sl L o A L S S PO V€
_ Ap1%,2009 1:32PM 5 [Incomplete Mchaels, Gayle  Publc  mamma cassD
402, 2009 5:01PM 5 te Michaels,
Sep 17, 2009 1:19PM 1 | A

Complete

Deleted

D =

,..:.‘-.‘\; i HI
Placed On Hold on Ape 14, 2009 1:34 PM by Gayle Michaels:
Placed On Hold on Sep 17, 2009 12:35 PM by Gayle Michaels
Placed On Hoid on Sep 30, 2009 4:08 PM by Gayle Michaels:

_Lrronty | Due Date ats ransoroesr D Number | Descripbon | Work Type Lengtn | Uharge Code

Ao 13,2009 Z15PM_ 5




Dictation Recorder Area #75% PortNexus

@ Fie

F

AlRERIRRlIRIREE
f OO0 ©

Y

1)

2)

3)
4)
5)
6)
7)
8)
9)

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.

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.

Rewind dictation button.

Play dictation button.

Fast Forward dictation button.

Stop dictation button.

Pause dictation button.

Record dictation button.

Insert dictation button is used for inserting
additions within an existing dictation.

|17

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
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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.

1) The Out icon displays all the dictations in the dictation job area that have been
O??PortNexus 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 i Dictation 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 AOut o | inthisarda gan only be afthet h o r .

e following stage:

Deleted a) Withdrawn - Dictations that have been deleted by the Author.
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1) Filter - The filter is used when trying to locate a A Incomplete i started, but not completed by a
specific dictation or group of dictations. Job area transcriptionist.

A Complete - completed by a transcriptionist.
A On Hold - on hold by the Author.

Transcriber - Displays the transcriptionist that

Is assigned to transcribe the dictation.

ID Number-Di spl ays Aut hor 6s a
transcriptionist (public or private) or displays

the ID number generated by the Author during

a mobile or telephony dictation.

lists can be filtered by dictation date, priority,
work type, status, transcriber or a combination of 7)
each. To select a filter click the drop down box
beside the specific filter; the job area list will be 8)
automatically refreshed.

2) Totals - Displays the total number of dictations &
total accumulative time of those dictations for

that user. U .
: . L 9) Description 1 Displays the description of a
3) Created - List the date and time a dictation was ) dictatiolg\ entered bF))/ tr):e Author P
re(_:el\_/ed"mtp the ASSQC"’.ﬂe system_. . 10) Work Type - Displays the work type of a
4) Priority 1 Lists the priority of the dictations set by dictation selected by the Author
the Author. , 11) Length - Displays the length in hours, minutes,
5) Due Date - Displays the calculated latest date seconds of a dictation
dlctat|o.n .ShO.UId be transcribed .by. @ 12) Charge Code - Displays the charge code for
transcriptionist based on the priority. the dictation job selected by the Author
6) Status - Lists the active status of each dictation: 13) Comments - Displays the latest comment that
A Pending - waiting for a transcriptionist. . . .
A Overdue - job missed expected turnaround time. has been enter_eq aga'”St the dictation by the
A Running - currently being transcribed by a Author, transcriptionist or system.

transcriptionist.
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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.

@ File: abéuthor20030812140918 wav f
- = ODODOeOe O

00:00

length
00:20

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.
Fiace O Hold Select (4) Send for Typing from the pop up menu. The
— Description screen then appears:
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From the Description screen, select a (1) Work
] nescenlrie ronlz || |YP€ from the drop dowr_1 Iist_ tha_t best
represents the current dictation job. The
ITempIate I j II

related and pre-defined (2) Priority will
automatically be selected based on the chosen
4 5| K type. A defined priority can b
Dezcription of the recording / | wor ype ny pre_ ] erne prlorl y can be
T B over-written by opening the priority drop down
list and selecting the value that best

represents the current dictation job.

Charge Code -

Ermail thiz lzad ta J. Jahnstone, place on lzad generation DB -

The default value for (3) Typist Group is

’Sfém WAL Tire 105 @ APubl i co. Open the dror
Rl APrivateo when a dictat
- o oLancel routed to a specific ty
a ATypisto drop down | i
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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