Transcription Services Instructions

(Updated 25 Jan 11)

	WPU

Canoga Park, CA
	TO DICTATE CALL:  1-866-561-3919
FOR ASSISTANCE CALL: Thida Win @ 1-866-381-8002    or via email thida_wpu@yahoo.com 


WPU DICTATION INSTRUCTIONS

	TO DICTATE:
1.  To Access Dial:  1-866-561-3919
2. The system will say:  “Welcome to Word Processing Unlimited dictation system. Please enter your user ID number followed by the # key.”

3.  ENTER YOUR 5 DIGIT USER ID FOLLOWED BY THE # KEY
4. You will hear a “BEEP”.  BEGIN BY DICTATING THE FOLLOWING REQUIRED INFORMATION PRIOR TO EACH ACTIVITY (you no longer have to dictate your worker ID it will be extrapolated from your User ID)
· SAFE CASE ID (seven digits)

· ACTIVITY DATE

· ACTIVITY TIME

· ACTIVITY DURATION 

· ACTIVITY TYPE (values listed below)

5. To dictate an additional Activity just state “New Activity” and the above five items again.

6. When finished dictating - Select ## to receive your job number or just HANG UP.


SYSTEM FUNCTIONS
Telephone

Keypad No.     Function
1
PAUSE

2 REMOVE PAUSE (Begin dictating after you hear a brief beep)

3 REWIND/PLAY (use this feature to step back 3 seconds each time you select 3) 

5
END DICTATION (and disconnect from the system or just hang up)

6 #
PRIORITY DICTATION (use this only if you need a report back the same day) Job number not available.

7
TAKES YOU BACK TO THE BEGINNING OF THE JOB (you will have to listen to the entire dictation again).

##       At the end of dictation to receive your Job Number, for follow-up tracking of your dictation.
ACTIVITY TYPES
	Client Contacts:

(CLFM)   Child/Family Team Meeting

(CLCV)   Client Court Visit 

(CLEM)   Client Email/Fax

(CLHV)   Client Home Visit

(CLOV)   Client Office Visit

(CLXV)   Client Other Visit

(CLSV)    Client School Visit

(CLPV)    Client Supervised Visit

(CLTP)    Client Telephone Contact

(CLTV)    Client Therapy Visit

(CLFV)    Foster Child Foster Home Visit

(CLFC)    Foster Child Visit

(CLTS)    Group Therapy 

(CLHC)   Health

(CLIF)     Individual/Family Counseling 

(CLMB)  Medical Billing Issues           

(CLPT)    Parent Telephone

(CLPA)    Parent Visit

(CLPC)    Placement Coordination

(CLPD)    Post Adoption 

(CLRF)   Referral/Follow-up Appt

(CLSD)   Skills Development 

(CLSA)   Special Assessment


	Collateral Contacts:

(COCV)    Collateral Court Visit

(COEM)    Collateral Email/Fax

(COHV)    Collateral Home Visit

(COOV)    Collateral Office Visit

(COXV)    Collateral Other Visit

(COSV)     Collateral School Visit

(COSR)     Collateral Staffing/Screening Reviews 

(COTP)     Collateral Telephone Contact

(COTV)    Collateral Therapy Visit

(COFT)     Foster Parent Telephone

(COFV)     Foster Parent Visit

(COPK)     Potential Kincaregiver


	Other Activities

(ADD)    Additional Information

(AUD)    Audit Record

(BCI)      BCI Complete

(ELG)     Determine Eligibility

(GRA)    GRAMA Request

(HEA)     Health Care

(HER)     Hearing Results 

(ICW)     ICWA Review 

(PRO)     Provider Contact

(REC)     Recording

(REV)     Review Record

(STAF)   Staffing

(TRI)       Transcribed Interview

(TRA)     Transportation

(TRV)     Travel




