THE METHODIST HEALTHCARE SYSTEM 

DICTATING INSTRUCTIONS

EFFECTIVE:  03/01/2004

DIAL: 
713-441-4211 or  713-441-0202




Keypad Functions
Enter your Physician ID and Press #




 
1 - Listen

Enter the Facility Code (if requested) and Press #



2 - Record


1 – The Methodist Hospital






2 -- MHC Sugar Land Hospital





3 – Short Rewind


3 – Methodist Willowbrook Hospital












4 – Fast Forward to End

Enter the Patient's 13-digit Encounter Number & Press #

















5 - Disconnect
Enter the Report Type & Press #


1 – H&P


5 - Delivery Note



6 - Pause


2 – Consultation

6 – Death Summary


3 – Operative Report
7 – Code Blue 



7 – Rewind to Beginning
13 – if using Operative Template


4 – Discharge Summary






8 – End report, begin 

      new  patient

Begin Dictating












9 – Short Fast Forward
When dictating remember to dictate the following:


State physician name (responsible for signing report)


Identify type of report
Saying and spelling the patient’s name


Patient's complete 13-digit Encounter Number


Give dates of Admission, Discharge, Operative and/or Consult date


Indicate staff physicians for copies

JOB NUMBER - Upon completion of dictating press 5 or 8 (as in keypad functions), 

                            Press 1 and write down Document  ID number for verification of dictation.

STAT DICTATION - Call 713-441-0050 to request a report be transcribed STAT.  

                                 (Give:  Document ID Number 

  Fax number of where you wish the report to be faxed)

To Review Dictated Reports

(you need either the medical record number or document ID)

Dial into the system, enter your user ID and #, touch #1, enter your review password

To review by patient’s MR number, press 1.  To review by document ID, press 2.

If this is not the report you wanted, press 8, to skip to the next oldest report.

To disconnect press 5 then 1.













































