STEPS FOR DICTATING IN ESCRIPTION:

1. Dial to access dictation system:  St. Peter: 360-493-7195 (x37195)  Centralia:  360-330-8991 (x78991) 
2. Enter your Providence provider ID number (PROV ID:                             ) to ensure the document is returned to you for signature.  

3. Enter the proper Facility Code (4004-Centralia hospital, 4021-St. Peter Hospital, 4022-St Peter I/P Psychiatry Service, 4023-St. Peter O/P Psychiatry Service, 4024-St Peter Chemical Dependency).  Using the correct facility code will ensure document routing, audio access, and document access.

4. Enter the work type.  There are new work type numbers, listed in detail below.   (Also see Dictation Card and posted dictation instructions).  

5. Enter the Epic CSN (contact serial number) as the patient identifier.

6. You will hear a verbal prompt filling you to begin dictation, followed by a soft “ready-tone“ indicating the system is ready for dictation. BEGIN DICTATION
7. To dictate another report with the same work type and facility, press 1.  Your user code, facility code, and work type will be reentered automatically. 

8. To make corrections during the report
a. Touch 3 and to listen to your point of change.

b. Touch 2 and dictate change (keep in mind, this will record over your current dictation)

9. End: Press “9” to disconnect and hear confirmation number

10. STAT REPORTS: press # and then 9 at any time during dictation and then press 2 to continue dictating.
Questions call transcription: 503-215-6826

DOCUMENT WORK TYPES AND NUMBERS:  Use the following work types starting August 3, 2013:

· SLEEP STUDIES (0) for sleep studies.

· CONSULTATION (2) for specialty consultation.

· DISCHARGE SUMMARY (3) for discharge, transfer and death summaries.

· HISTORY AND PHYSICAL (4) for standard, preoperative and updated History and Physicals.

· INPATIENT DISCHARGE INSTRUCTIONS (5) to dictate immediate instructions to be given to your patient as they leave the acute care setting.  These will be transcribed in a letter-type format and routed to Epic.  Healthcare providers will need to print the document out of Epic and give to the patient.

· OPERATIVE REPORT (6) for operative and procedure notes as well as Caesarean deliveries.

· EMERGENCY ROOM REPORT (7) for emergency room or emergency department notes.

· CARDIOVASCULAR REPORT (8) for noninvasive cardiovascular procedures such as cardiac catheterization and angiogram.  

· DELIVERY NOTE (9) for vaginal deliveries.  

· SPECIAL STUDIES (10) for echocardiogram, EEG, exercise treadmill test, myocardial perfusion test, and other similar report types.  

· PULMONARY FUNCTION (18) for pulmonary function studies.

· INTERIM SUMMARY (19) for transferring patient care within the facility (e.g. ICU to floor, floor to CCU) or when transferring the patient’s care to another provider (e.g. patient has an extended stay and care is transferred from one provider to another).  EXCEPTION:  Interim Summary (19) should not be used to transfer a patient from one business entity to another (e.g.  Inpatient to behavioral health or rehabilitation).  

· OUTPATIENT BEHAVIORAL HEALTH (20) for outpatient behavioral health reports.

· INPATIENT BEHAVIORAL HEALTH (21) for inpatient behavioral health reports.

· INPATIENT CHEMICAL DEPENDENCY (24) for inpatient chemical dependency reports.

· OUTPATIENT CHEMICAL DEPENDENCY (25) for outpatient chemical dependency reports. 

----  Use EPIC for LETTERS and PROGRESS NOTES.  ----
Keypad and Data entry on phone

	–  1  –

Begin new with same work types and facility
	– 2 –

Dictate (Record)
	– 3 – 

Short Rewind

	–  4  –

Pause
	– 5 – 

Begin new with different work type but same facility
	– 6 – 

Go to end of report

	– 7 – 

Partial Fast Forward
	– 8 – 

Go to beginning of report
	– 9 – 

Disconnect and get confirmation number

	– * – 

Get confirmation number
	– 0 – 

Begin new dictation with new facility code
	– # – 

Make STAT (# then 9 during dictation)


Listen to a report:
1. Access system through dictation phone number.

2. Entry user ID then press # key.

3. Press # 1 and listen to prompts to choose how to search for your report.

4. Enter your facility code and then press the # key.

5. Follow the prompts to enter the patient information.

6. System will access the most recent report on this patient.  To access an older report, press "5" to skip past each report.  

7. To listen to a different patient's reports press "9" and follow the prompts again.
