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From the ITS main menu (your menu will look different) note option #17 for Enter/Edit Reports.  You can type ‘17’ and press Enter or using your mouse move the cursor over the text ‘Enter/Edit Reports’ and it will turn green.  Left clicking the mouse will open the Enter/Edit Reports routine, as will the keyboard approach of typing ‘17’ and pressing Enter.

The Enter/Edit Report Screen appears:
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1.  Enter the type of report you will be creating/transcribing.  You may press F9 (LOOKUP) for a list of available reports.  Press Enter.

2.  The report’s default status appears.  You may change this default status to another available status by pressing F10 (DELETE) and then pressing F9 (LOOKUP).  For example, you may change the status from the default of ‘Draft’ to ‘Pending’ to prevent the report from displaying in PCI.  Press Enter.

3.  Your user mnemonic will default in the ‘Trans By’ (transcribed by) field.  The date and time of transcription (On XX/XX/XX At NNNN) will also default to today and now.

4.  Enter the mnemonic of the dictating provider.  You may press F9 (LOOKUP) and select an entry.  Press Enter.
5.  Today’s date defaults in the ‘On’ (dictated on) field.  You may accept this date and press Enter or press F10 (DELETE) and enter the correct dictation date then press Enter.
6.  The cursor stops at the ‘At’ (dictated time) field.  Enter the dictation time in 24 hour format.  Press Enter

7.  Identify the patient using any of the acceptable methods.  If identifying the patient by means other than the account (visit) number, use caution to select the correct account to which this report is associated.
8.  There will be one or more sections associated with the report.  Enter each section by pressing the RIGHT ARROW (() key.  You may be prompted with a box asking, “Use RTF Editor” with selections of ‘Yes’ or ‘No’.  Answering this question, if asked, ‘Yes’ will launch the word processor from your PC (Microsoft Word) and allow you to type in that word processor.  Answering ‘No’ (or if you are not prompted) will launch the MEDITECH MEditor word processor.  When complete with the final section of the report, press Enter.
9.  At the associated orders field, enter any order(s) associated to the report.  You may press F9 (LOOKUP).  If an order has already been associated to another report, you will not be able to associate it to this report.  If there is more than one order associated to this report, be sure to associate ALL of the orders to this report.
10.  You can send additional copies of this report to providers, insurance companies and other recipients.  Enter additional ‘Copy To’ recipients by:

· For Providers (doctors), type ‘p’ and press space then type the provider mnemonic or press F9 (LOOKUP) and select the provider.  Press Enter; you may then enter additional recipients

· For Insurance Companies, type ‘i’ and press space then type the insurance company mnemonic or press F9 (LOOKUP) and select the insurance company.  Press Enter; you may then enter additional recipients
· For other recipients, type ‘r’ and press space, then type the recipient mnemonic of press F9 (LOOKUP) and select the recipient.  Press Enter; you may then enter additional recipients.

· Type free text of the recipient’s name and press Enter.  A window will display to enter the recipients address and phone number.  Note that unless the recipient’s name and address are included as part of your standard report template (usually not) the address and phone information WILL NOT print on the report.  Manual processing of the printed copy of this report will need to occur to ensure that this ‘free text’ recipient receives their copy.
Press Enter after all additional copies to recipients have been added.

11.  A file confirmation box will appear; click on ‘Yes’ to file the report.

12.  You may be informed of the successful fining of the report as well as the report number.

13.  You may be prompted to preview the report, click ‘Yes’ to preview or ‘No’ to skip the preview.

14.  You may be presented with a print dialogue box for the printing of this report.  Options are:

· MEditor – display the report on the screen in the MEDITECH MEditor word processor

· Screen – display the report on the screen using the MEDITECH Document Manager (a what-you-see-is-what-you-get display)

· Default – print to the printer defined as the Windows default printer for the PC on which you are working

· Other – display a ‘Print On’ box for the user to enter a MEDITECH –defined printer

· Pat – to print to the patient’s permanent location (even if the patient has a temporary location)

· Loc – to print to the patient’s temporary location, or their permanent location if there is no temporary location

· Copies – to print the ‘Additional Copies To’ copies (one copy per recipient).  Select ‘Single CC’ to print only one ‘Additional Copies To’ copy.

Select the number of copies, and click ‘OK’ and the reports will be generated based upon the selections in the Print Dialogue box.


