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TUTORIAL: Processing Dictation

There are two options for Dictation but both of them require a PIN number to be setup by the User.

The use of the PIN number is needed to authorise the letter to be sent electronically. This record is
required should you need to prove, in a Court of Law, that the document was approved by you and
the content is original.

With ‘Check Dictation’ on

If you have Check Dictation ticked then all Dictation that has been typed must be checked by
pressing check-F11 button or press F11 and confirmed by the User by entry of their PIN number
before it can be processed. In this case the Send Dictation tab is not required.

With ‘Check Dictation’ off

If you have not ticked the Check Dictation then you can process Dictation without checking it but if
you have any letters that are going to recipients via Healthlink or Argus then they will go to the Send
Dictation tab and will not be sent until they are checked by pressing F11 and confirmed by the User
by entry of their PIN number.
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USING DICTATION — With ‘Check Dictation’ on

Type your letters in Type Dictation tab, once your letters are completed then press the Finished
button to move them into the Check Dictation tab. When you have pressed the Finished button the

letter will then be marked as finished.
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Now go to the Check Dictation tab and your letters should appear on that list ready for checking.

=]F)

Check Dictation

e

Edn_|
ostete |
Display ‘
i
Il prim |
C >

Help
Process
Pakients
Pracessed
Impost WP

Patient Avpoint @; s =, 0ffice n.w.u Setun B uwisies Ext

Now the Doctor will need to check his dictation by either pressing the Check-F11 button or just
pressing F11.

It will now come up with the Check Dictation Pin Entry box, the Doctor will now enter his previously
set PIN in here and press OK. You will only need to enter the PIN once but you will need to press the

Check-F11 button or F11 for every patient on the list.
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Check Dictation Pin Entry
Pin
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The letters will come up and once you are happy with the letter press the to mark it as
checked.
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The letters will now have ‘C’ (checked) beside them in the Check Dictation tab. The Dictation is now
ready for printing or sending so press the Process button. This will also put it into the Patient’s file.

Type Diciation Check Dictation
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‘Audruy Daphne
Barbara Lelitia
Trevor

Shirley Lorraine.
Pat

Corman Les
Kathigen

Alan Henry
Penclope
isabel
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Dorathy May
Annie

Inez Olga
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Select the options you wish here and Save as Default and press OK.
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Check Dictation Print Options

Print:
& iAll letters {including previously printed ones)

" Unprinted letters only
" Operation Notes Copies

Dictation:
« Al
" Displayed only

I” Save as Default
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Once this is complete the following message will appear, press OK.

Processing Dictation g|

\14) Finished pracessing dictation,

In Type Dictation tab the letters should now have a ‘P’ (Process) alongside the ‘C’ (checked).
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Now the letters should either have printed out or been sent via Healthlink or Argus depending how
they are set up to be sent in SETUP-ADDRESS FILE-CORRESPONDENCE. They should now
appear in the Patient file under Notes and Letters depending on what has just been typed.
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Setting PIN Number, required for both methods

Go to SETUP-USER-DICTATION and press the PIN button.

22 Setup User ‘El
Wednesday,09 Jul 2008

ust Config. More usr config. auto-Payments pRoviders test Templates Visible tests
User numbers Sms Appointments clinical Ink Dictation Email

Word Processor Letterhead
Detault Font Name Patient Letter Yes
Default f 'Copy To' Font Sizes Unrelated Letter No
Check Dictation Recall Letters No Delete
*Finished' Req. for Check Operation Notes Yes —
Letter Line Spacing Batch Label Display
Between Top Margin and Date All
Between Date and Recipient
Between Address and Salutation Label

Print

Call Incisive at this point to get the Security Code and enter it in the Security Number field and
press enter.

Check Dictation Pin
Security Number: |

? Help ‘ x Cancel
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Then enter your PIN number in both fields and press OK. It will come up with a confirmation
message, if you are happy with the number then press Yes, else press No and re-enter your PIN.

Check Dictation Pin
Security Number:

Bin: |
Confirm Pin:

? Help ‘ x Cancel

v o |

SETUP FOR OPTION ONE - With ‘Check Dictation’ on
If you want to check all dictation, regardless of whether it is to be sent electronically, then tick the

Check Dictation box found in SETUP — USER — DICTATION. All Dictation that has been typed must
be confirmed before it is processed. In this case the Send Dictation tab is not required.
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wm| User Dictation Settings g|

Word Processor Default ‘Copy To"
Detfault Font Name Size Size

|Arial ~ |- |8 -

'Finished' Required when Checking Dictation
T No & Yes

¥ Create PDF files when processing ARTP's

Letter Line Spacing
Between Top Margin and Date |3—
Between Date and Recipient |3—
Between Address and Salutation |3—

Letterhead
v Patient Letter
[~ Unrelated Letter
[~ Recall Letters
¥ Operation Notes

Batch Label

" None

« All

" Only Copy to
" Patient Copy to

x Qancel‘ / Ok ‘

Finished Required

If you want to make sure that no letters are processed when they are not fully completed by the typist,
then go to SETUP — USER - DICTATION and tick Yes to ‘Finished’ Required when Checking
Dictation. This will mean that once the typist is finished with the letter she will need to press the
Finished button in Dictation to move the letter into the Check Dictation tab ready for the Doctor to

check.

If the ‘Finished’ Required when Checking Dictation is not ticked then once you say ok to the letter

it will go through automatically to the Check Dictation tab.
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