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Winscribe - Telephone Dictation - Instructions for Use

1. Dial x45051 (or 5124 5051 externally)
2. Enter your User ID (4 digits)
3. Enter your Security Code (if set)
	Dictation Options:
	

	Press 1
	To Dictate a New Job
	Press # For Specialist Letter

	Press 3
	To Change your Default Settings
	

	Press 4
	To REVIEW a Job
	

	Press 0
	For HELP on the above choices
	

	Press *
	To Exit Help at anytime
	


4. Enter the Patient UR Number (6 or 8 [if 5 insert a preceding 0]) then Press #
5. State Patients First Name and Surname then Press # 
6. Dictate your correspondence (only one patient per dictation please).
	Edit Mode Functions:

	Press 8
	To PAUSE Dictation
	

	Press 0
	Help
	

	Press 3
	Press 1 
	To Set a New Priority
	Normal or Urgent

	
	Press 2 
	Playback Speed
	

	
	Press 3 
	Playback Volume Setting
	

	
	Press 4 
	Pre & Post Typing Review Options
	

	
	Press 5 
	For Header Options
	

	
	Press 6 
	To Hear the Job Number
	

	Press *
	Exit Help at anytime and return to PAUSE
	

	Press 1
	To RESUME Dictation
	


7. Hang up to FINISH Dictation or Press # for more Options.
	End Dictation Options:

	Press 1
	COMPLETE this Job

	Press 2
	LEAVE this Job for future editing

	Press 3
	DELETE this Job

	
	If you are certain you would like to Delete this Job, Press 1

	
	To RETURN to the Options Menu, Press 2
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