
 

 

 

 

 

 

 

 

 

 

 
 

Workbook Title: 

MEDICAL IMAGING TRANSCRIPTIONIST 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Last update: April 16, 2018 (v2.1)

SELF-GUIDED PRACTICE WORKBOOK [N87] 
CST Transformational Learning 



Using Train Domain      
 

2  |  21 
 

 TABLE OF CONTENT 
• SELF-GUIDED PRACTICE WORKBOOK ........................................................................... 3 

• Using Train Domain ........................................................................................................... 4 

• PATIENT SCENARIO 1 – Access and Set-up ..................................................................... 5 

• Activity 1.1 – Viewing a Patient’s History in RadNet ........................................................ 6 

• PATIENT SCENARIO 2 .................................................................................................... 13 

• Activity 2.1 – Run Reports from  Discern Reporting Portal ............................................. 14 

• End Book One .............................................................................................................. 21 

 
  



Using Train Domain      
 

3  |  21 
 

 SELF-GUIDED PRACTICE WORKBOOK 
 

Duration  2 hours 

Before getting started  Sign the attendance roster (this will ensure you get paid to attend 
the session). 

 Put your cell phones on silent mode. 

Session Expectations  This is a self-paced learning session. 

 A 15 min break time will be provided. You can take this break at 
any time during the session. 

 The workbook provides a compilation of different scenarios 
that are applicable to your work setting. 

 Each scenario will allow you to work through different 
learning activities at your own pace. 

Key Learning Review  At the end of the session, you will be required to 
complete a Key Learning Review. 

 This will involve completion of some specific activities that 
you have had an opportunity to practice through the 
scenarios. 

 
 
Introduction 
Welcome to the Medical Imaging Education session. The learning materials contain scenarios meant to 
mimic the functionalities used in your daily practice. This Workbook is your classroom experience in 
your learner journey. The journey is designed to gradually introduce you to the functionalities and 
workflows specific to Cerner. You may fulfill simple tasks that may not be specific to your role, but that 
will introduce you to the functionalities that you will use.  
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 Using Train Domain 

You will be using the train domain to complete activities in this workbook. It has been 
designed to match the actual Clinical Information System (CIS) as closely as possible. 

Please note:  

 Scenarios and their activities demonstrate the CIS functionality not the actual workflow 

 Some clinical scenario details have been simplified for training purposes 

 Some screenshots may not be identical to what is seen on your screen and should be used for 
reference purposes only 

 Follow all steps to be able to complete activities  

 If you have trouble to follow the steps, immediately raise your hand for assistance to use 
classroom time efficiently 
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 PATIENT SCENARIO 1 – Access and Set-up 

 Learning Objectives 

 At the end of this Scenario, you will be able to: 
 View Patient Medical Imaging History 

 

SCENARIO 

While proof reading a dictation, you need to review the patient’s order history. 
You notice a link was missed during dictation in Fluency for Imaging (FFI). You can print the report 
to give to the Radiologist so the missed exam can be dictated.  

 
You will be completing the following activities: 

 Opening Patient RadNet History 
 Printing a report. 
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 Activity 1.1 – Viewing a Patient’s History in RadNet 

1 

Sign in to the Clinical Information System (CIS) and open Order Viewer  from 
Storefront.  

 

 

 

2 The Order Viewer will open: 

1. Search for your patient by clicking the magnifying glass beside the Patient Name field. 
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3 Use the patient search window to find your patient.  
1. Enter the patient’s MRN and click Search.  
2. Highlight your patient and click OK. 

 

 

 
4 Displayed is the patient’s entire list of orders and their statuses. 

 

 
NOTE: There are several statuses. A completed exam with a final report will have: 

• Status: Completed 
• Exam Status: Completed 
• Report Status: Final 
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5 To review a report,  

1. Highlight the order, click the View drop-down menu, and select Results… 

 
 

2. The Report displays: 

 
 

3. You can view additional details by clicking on different tabs. 

4. Click on Report Details. 
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5. Click on Exam Details. 
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6. Click on Technical Comments. 

 
 

6 To Print a report, 

1. Click on Manual Expedite. The manual Expedite window will open. 
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2. Select Printers in Print to Options.  Select the printer from the drop-down menu and click 
OK. 

 
 

7 To Fax the report,  

1. Select Manual Expedite. The manual Expedite window will open.  

2. Select Printers in Print to Options.    

3. Select _Manual Fax from the drop-down menu.  

 
4. Enter a fax number, select Non-scheduled and click OK. 
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 PATIENT SCENARIO 2  
 

 Learning Objectives 

 At the end of this Scenario, you will be able to: 
 Run Reports to inform the Radiologists of missed dictations. 

 

 

SCENARIO 

You are running your weekly report on Completed Non-Final Exams to check if any exams have not 
been reported on by the Radiologist. 

 
You will be completing the following activities: 

 Run a report using Discern Reporting Portal  
 Save and Print a report 
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 Activity 2.1 – Run Reports from  Discern Reporting Portal  
 

The Discern Reporting Portal tool will be used by techs, clerks, database analysts 
(DBAs), database coordinators (DBCs), and supervisors to generate reports on 
Medical Imaging. Task – Run a Cancel, Removed, Replaced Exams by Personnel 
report. This activity will show you how to run a report however due to training domain 
you will not actually be able to view a report. 
 

1 
Select the Discern Reporting Portal icon   from StoreFront or you can find it in the toolbar in 
PowerChart.. 

 

 

 

2 1. Select the reports by Source filter.  

2.  Select the Categories filter. The Categories will help you narrow down your reports by 
selecting the appropriate imaging folders:   

• imaging (general imaging reports) 
• radiology operational 
• radiology scheduling  
• radiology tech folders 

3. Use the scroll bar to search for reports for more reports 

4. Click the numbers or arrows to change the page. 
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5. Click on the report titled Cancelled Exams. Click on Run Report. 

 

 
NOTE: Depending on your position, you are permitted access to all folders or only 
certain folders. You can add a report to your favorites by selecting the star which will 
then be highlighted in yellow and the report will appear in the My Favorites tab. 

 

Different reports require you to enter parameters. Some parameters include dates, organizations 
and locations.  
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6. Scroll through the list to Medical Imaging sites you need to run a report on. Use the CTRL 
key to select more than one.  Click to highlight them, and click Select. 

 
 
 

 
NOTE: If you only going to be pulling reports from one site, you can remove the tick 
box from Ask on startup. You can select multiple departments by holding down the 
Ctrl key on your keyboard and selecting each site.  

7. The prompt window pops up requesting for you to select the date and time range for your 
report. Choose the dates you want to display in your report (1) and click Execute (2). 
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8. The report will display on the screen.  

 
9. To save this report, you can export it and you can save it directly onto your desktop.  

 
10. Select the printer icon to print this report and choose your printer. Click OK. 

 
 
 

 
NOTE: If you chose to save your report on the portal it will only be saved for a period of 
24 hours. 
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3 A sample report for a Medical Imaging Transcriptionist is the Completed Non-Final Exams 
Week to Date report. See the sample below.  

 

Enter report parameters by clicking on the icons  and  then click Execute. 

 
The report will take a while to load but will display as shown below (The report will not generate 
in the Train Domain). Now the appropriate Radiologist can be notified to dictate a report for a 
completed non final exam. 
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 Key Learning Points 

 Use Order Viewer to see the statuses of a patient’s exams. 

 Review, print and fax reports from Order Viewer. 

 RadNet is the Clinical Information System’s space in which you will do some of your work   

 There is no ability to link RadNet Orders once the report is final.  

 Fluency for Imaging is used to link two or more exams. Links cannot be added after report is 
finalized. 

 There are usually at least two ways to access functionality within RadNet (“to do things in the 
system”): from the icons in the menu bar at the top of the window, or by right clicking on the item 
you are interested in, and choosing the action from the pop-up menu. Choose the one most 
convenient for you. 
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 End Book One  
You are ready for your Key Learning Review. Please contact your instructor for your Key 
Learning Review. 
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