
 

 

 

REVIEW, EDIT and SIGN DICTATIONS 
 

1. Click Cerner icon  PowerChart icon 

 
 

2. Log into Cerner with Username and Password 

*If you don’t remember your Username or Password, contact the Help Desk @ 317-962-2828* 
 

3. Message Center opens. Click Documents  Sign 

 
 

4. Double-Click the document to open. 
 

5. Review the document. To Edit, Right Click in the document and select Modify. 

If edits are not necessary, skip to Step 6. 
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The Modify Document window will open.  

For a Preliminary Report, edit the necessary information by highlighting the text or placing the cursor in the document. 

When finished, Click Save & Close.  

 
 

For a Final Report, Strike Through text by highlighting or add additional text by typing below Insert Addendum Here: 

When finished, Click Sign.  

 
 

6. To sign the document, ensure the Sign button is selected, and Click OK (signs the current document) or OK & Next (signs 

the current document and moves user to the next document). 

 



 

 

LIST OF DEFICIENCIES   (Documents to Dictate) 

1. Open Message Center. 
 

2. Click on Documents to Dictate. 

 
 

3. See the dictation flyer for instructions related to the new dictation system. 
 

 

 

 

 

 

REFUSE DICTATIONS 

1. Open and Review the document. 
 

2. Select Refuse and Select Reason.   Provide Comments as needed, such as “reassign to Dr. xxx.” 

   
 

3. Ensure the Additional Forward Action: box is checked and Select Sign. 

 
 

6. Click the Binoculars icon to search for Administrator, Refusal HIM Document.   

 
 

 

 

Please Note: Dictate deficiencies cannot be deleted from the list.  
The list will refresh once the transcribed document is in Cerner 

and the deficiencies are removed for the attending and resident. 



 

 

7. Type Administrator, Refusal HIM Document and Select it. Then Click Add and OK. 

 
  

8. Administrator, Refusal HIM Document will display play in the To: box. Click OK or OK & Next. 

 
 

 

 

SIGNING SAVED NOTES 

** Saved Documents are PowerNotes/Dyn Doc Notes/Clinical Notes Started in Cerner but Not Signed** 

1. From the Work Items list, Click Saved Documents. 

   
 

2. Double-Click the document to open. 
 

3. Review the document. To Edit, Right Click in the document and select Modify. To Sign, Click OK or OK & Next. 

*Same process described in the REVIEW, EDIT and SIGN DICTATIONS section above (pages 1 & 2)* 

 


