                                                                    DICTATION INSTRUCTIONS
                                      If you do not have a VA dictation code, call ext 6232 or 5976.
1. Dial 933-8101 ext 5111 from any outside phone to access the dictation system.  If you are at the VA, simply dial 5111.
2. Enter as follows:
a. Your five digit dictation code or physician number
b. The last four digits of the patient’s social security number.
c. Enter the number for the type report you are dictating: (see table below)
        Report Type         		       Phone Entry                General Information (for all report types)
	Operative/Procedure Report
	         
            2
	For all dictation, identify yourself, spell your name, state type of report being dictated, state & spell pt’s name + full social security number.
Dictate name of clinic + clinic visit date
In addition to the above identifying data
Speak clearly, press 4 to pause. Press 1 to begin again.  The system will disconnect if no voice is heard.
To dictate additional reports, press 5, key in the pt’s last 4 SSN & the 1 digit report type.

	Clinic Notes/consultations
History & Physical
(Outpatient Only)
	            0
	

	Discharge Summary
	            1
	

	Stat/Transfer discharge summaries
	            4
	



There is a short voice prompt giving you instructions on the essential requirements of an operative/procedure report or discharge summary.  Please listen to this message before you begin to dictate for the first time.  For subsequent dictation, you may press 1 to begin & bypass the message.
3. Begin Dictating
4. Keypad Instructions
	Press 1         To Dictate

	Press 2         To Listen

	Press 3         For Short Rewind

	Press 4         To Pause

	Press 5         To End Report

	Press 6         To Fast Forward to end of report

	Press 7         For Short Fast Forward

	Press 8         For Long Rewind

	Press 9         To Disconnect



      5. When you have finished dictating, press 9 to disconnect from the system.
      6. Reports dictated on the correct line & timely are transcribed & loaded in 4-24 hours. Progress notes are   loaded the same day. Consults are loaded the following work day.
      7. Reports are not viewable until electronically signed.  Exception:  Op reports & d/c summaries are viewable by attending faculty only when electronically signed by the attending.
          Questions or Problems?  Call Transcription @ 6232 or 5976                                 
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