
 

ARTERY TUTORIAL 

Taking a job over the phone 

The phone job sheet: a job number first, then the details 

For: controllers 

Artery v4.00  ·  October 2026 

The screenshots use a made-up group, Wychwood Blood Bikes. Every name, hospital and phone number in them is 
fictional. 
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What this tutorial covers 

When someone rings in a job, the phone job sheet lets you take it down while they are still on the 
line, in the order a call usually goes. It gives you the job number first, so you can read it to the 
caller before you hang up. 

1. Open the phone sheet 

• Dashboard: Phone Job in the left-hand menu, or the Phone Job button on the home page. 

• Map view: the blue 📞 button next to + New Job in the top bar. 

• On a phone: the Phone tab. 

• The job form (Log Job) also has a Phone job button beside its title. 

 
The Map view's top bar: 📞 sits next to + New Job. 

2. Read the number to the caller 

The sheet opens with the next job number already on it, ending in P for phone. Read it out so the 
caller can quote it if they ring back. The time of call is already set to now. 
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A new phone sheet: the job number is waiting before you type anything. 

3. Fill in what they tell you 

1. Caller's name. 

2. Hospital (collect from): choose the hospital, or the department under it (shown with ↳). Not 
on the list? Choose Not on the list and type it as they said it. 

3. Ward, then their phone number and extension. 

4. Item(s): type them, or press 📦 Pick items for the same item list as the job form, with 

quantities. Not known yet? Leave it empty: the rider confirms the items at collection. 

5. Deliver to. 

6. If it is not your standard response, tick VERY URGENT, or give the time it is needed by. 
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📦 Pick items: tap + and – for how many of each. 
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A completed phone sheet. 

4. Add it to the board 

Press Add to the board. The job appears as pending, with its P number, the caller and their 
number, ready to assign. 
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The phone job on the board, marked URGENT, waiting for a rider. 

If the call comes to nothing 

Press Close without a job. The number is not reused, and the change log records that it was not 
used, so a gap in the day's numbers is always explained. 

Good to know 

Phone jobs share one daily sequence with every other job. If the next job is logged on the form, 
it simply takes the next number. 

If the server can't be reached, the sheet shows a provisional number and warns you. Carry on; 
tell the caller it may change. 

Everything on the sheet can be changed afterwards with ✏ Edit job (see the tutorial on adding 

a job). 

 


