
Transcription Services Job Aid 

 
 

BEFORE 

1. Find a quiet area with  low background 
noise and minimal interruptions. 
2. Use the handset or headset. Avoid the 
speaker phone feature. 
3. Gather case name, and spellings of 
names or places in your notes. 
3. Highlight or mark your notes to organize 
them in the order you want to document 
them.  
4. Consider GIRPP method. 
 

Dictation ID: _______________________ 
 

Dictation PIN: ______________________ 

 

DURING 

1. Keep phone prompt instructions handy 
for use if needed. 
2. Dial 877-254-5576 
3. Speak slowly and enunciate your words. 
4. Provide typist with needed information 
like spelling of names and any other 
additional instructions before starting 
dictation. 
5. Use the voice prompts "Time Out" and 
"Time In" if you need to give the typist more 
information or to make any corrections or 
changes during the dictation process. 
6. End call by pressing #1 and write down 
the confirmation number. 

 

AFTER 

1. Enter the confirmation number into the 
client contact screen as a place holder 
showing the notes are pending 
transcription. 
2. Once the transcription email is 
received, read the entire document and 
make edits as needed. 
3. Copy the edited documentation into 
OASIS. 
 

For more information and tips, visit the  
FUSION Transcription Page: 

https://fusion.dss.virginia.gov/dfs/DFS-
Home/COMPASS/Transcription 

 
Customer Support 

800-333-1042 


