Formatted Document View not working:

1. Ifyou log into mmodal manager with the following log in details:

M Modol
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Username: YOURUSERNAME2

Password: Your Password (please contact IT if you need this resetting)

Company Code: 502850

2. Inthe left hand menu, go to search > job search

~ @ | " Request st Homba X | B Home - West Suffol WS Inranet X | ~1 Users Saarcn - Flusney for Tams- X | =
& O @ O hitpss/mmmodslcoukiusers/user 3sptACT= SEARCHALINKFROM=D o * 0D EFe G = 4La P -
© /7 emuesii-Hor. O WelometoCeme. @ Suquetlogn B Mirosoft Oficean £ GPAdma [ Pasient oral £ Kelpdeis  B) Programmes ) Cocuments £ HIE Report

Fluency Manager

Sesrch | [ Count | [ Glear

ABCOEFGHITKLMNOPQRSTUVWXYZ

L]

=]
u |

» Change Password

» Documentation

» About

» sign out
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3. Click Subject and then in subject MRN field enter the MRN
Edit Search # Edit Results #*
My Searches Search Criteria
Client Facllity ‘T\ps here for one item or 'Select...” multiple items ‘ +

Common Searches
[No searches found] Select...

System Searches Subject Account ID I | +
Active Jobs Subject ID ‘ ‘ "
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Result Columns

Internal Job ID Dictation Job ID Subject Name Subject ID Client Facility work Type Dictater




4. Find the correct letter and click on the bold number in the left hand column

Success: Search returned 4802 results

Back to Search 4= Edit Results & Refresh & Save as S Actions

Drag column headers here to group by these columns. {Only 1 date column allowed. Not all columns can be grouped)

OReset | [ Excel

Internal Job ID Y Dictation JobID Y Subject Name Y Subject ID Y dlient Facility Y work Type Y Dictator Y Date Dictated Y Date Due Y Length
\:\ 39211192 35211192 = el . WSH Urology : 503548 Clinic Letter : 1 Karayi, Manoj 09/06/2026 07:16 BST 12/06/2026 10:02 BST 207
<

Y DR .

5. Inthejobviews drop down, click final report PDF, you can then see the letter as normal

Dictation Job ID: 392111592 Internal Job ID: 30211192

Service Center: WSH Service Center Client Facility: WSH Urology

Minutes: 2.07 Work Type: Clinic Letter : 1

Received Date: 09/06/2026 07:16:01 BST Dictated Date: 0%/06/2026 07:16:01 BST

Due Date: 12/06/2026 10:02:46 BST Delivered Date: 18/06/2026 13:11:04 BST
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Stage: Editor - Transcription
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