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DRAGON MEDICAL WORKFLOW
TYPIST TYPING OWN LETTERS

QUICK REFERENCE GUIDE V1

TYPE OWN LETTER

Letters can be typed without a dictation. From the home
page select the +New icon

M+ New
Home

2 Your Personal Queue

» Personal

Page 1 of 1

v JobN. |Patient D Patient Name
2732
2258

2324

e Search for patient by entering D number into
Patient ID search box

ELEER R R LT

KWH Training Department

Note: If searching using other criteria, click on the ellipsis to
the right of the Patient ID search box

Patient IDy

o Change Job Type to Typist Admin Letter (this
must be changed prior to typing the letter)

o Accept the prompt [

Change Job Type?

You may lose the document. Do you want to continue?

Ok Cancel

e A Clinician must be added as the author.

e Click + Authored By

Winscribe Deskiop - 1RA

ft  WHITE O - 05 Jun

= WHITE, Olivia

- Born:31-Jul-1946 (72y) Gender:Female Patient ID: 5437312

Patient ID | 5437312

SR =% DA EX[E®RES S Font A

v FontSize|11 v| A' AV B i U 5 XX

e Search for the author and click Select. If the patient
is not under a Consultant, search for Author
Admin

The name will appear in the Author and Signatures fields.

To ensure the letter does not go to the Clinician for signing,
remove the name from the Signatures field by clicking the x
at the side of the name

e Add ‘Main recipient’ and ‘Copy recipients’

Winscribe Deskiop - TRAIN, Typ

% WHITE, O - 05 Jun

= WHITE, Olivia

- Born:31-Jul-1946 (72y) Gender: Female Patient ID: 5437312

PatientD | 5437312 Appointment

@ B2 D¢ BXE ®EG o Fontadal
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e Add your signature in the editable field (this can be
added as a snippet to save time)

¢ ircrs Desacp - TN, Ty

= WHITE, Olivia v s
2 Doee

e Olivia Whits 31 Jul 1945
O3k House 26 Walnut Grave, NG1B 6YY

Yours sincerey

Fielen Hanson Sird
Secretary 1o r Jason S
Ophthalmsiogy Department

NOTE: You will NOT be able to print the letter from here
e Click Done

KMH General Letter V - l B

Save and

Done Close Clone ﬂ

The job will then appear in the Distribution queue.

NOTE: The letter will only be visible to the typist who has
typed the letter
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PRINTING THE LETTER

o From the Distribute queue, double click to open
the letter.

# Winscribe Desktop - TRAIN, Typist

ft+ New

Home

-

= Pending Distribution

Page 1 of 2

P v JobN. Patient ID Patient Name Author T

RRREN SIMPKINS, Mict  TRAIN2, Author

1910611 MILLER, Thoma TRAINA, Author

42538675 MOORE, David TRAIN2, Author

| . . 622 789 HARRIS, Chloe  TRAIN2, Author

Distribute

68352457 COLEMAN, Jane TRAIN1, Author

1111 SIMPKINS, Mict  TRAING, Author

1910611 MILLER, Thoma TRAIN1, Author

o  (Click Approve for distribution.

KMH Training Department

Rof: ATIE815245T
NHS No:

e The printing box is displayed. If additional copies
are required, click on Printer Configuration cog.
Click Print (The letters will be printed or sent
electronically)

Print
W A Ciarestly dppess

Reapan: Copin

CONTACT
SERVICE DESK 01623 410310 or Ext 4040
IT TRAINING 01623 622515 Ext 6111
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