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This User’s Guide helps you take full advantage of Technology for the
Medical Transcriptionist, enabling you to master the hardware, software,
and technology that you need to know to succeed as a medical
transcriptionist. Not only will you learn new concepts and applications
that will improve your productivity and accuracy, you'll also gain a solid
foundation for learning and adapting to future technology.

Each chapter offers helpful features that enable you to quickly master new
concepts and put your new skills into practice.

Setting Up Your Computer

es help you focus on the

H 1 OBJECTIVES
ortant in Fo rmation to T, Recognize various connectors and ports used to attach devices to a Ke ords h eI
PC. e Y W
m edac h C hq pte Ifo » Install and uninstall software. p

» Install new hardware.

» Create and manage user accounts.

» Set the computer’s date, time, and regional settings.
» Manage file extensions and default programs.

» Establish default programs and program access.
» Install and use printers.

» Install new fonts.

» Manage power options.

Vista only:

» Understand User Account Control.

» Manage AutoPlay settings.

you focus on the
most important
""" concepts as you
progress through
the chapter.
urriculum Objectives

inni ng of the cha pter ——1 3 | MODEL CURRICULUM OBJECTIVES:
» Identify security and confidentiality issues related to technology and iBr o
. apply system security concepts (eg, password protection, antivirus
plicable technology Sofare, encryption)
R N » Differentiate between stand-al and networked and
SO Utl n ed n I‘h e M od eI recognize the functions of computer components and peripherals
(eg, printer, modem).
g » Use desi t ipti i (eg, analog, digital, sound
m published by the A wanscrigh
» D iate use of ions and send,
on fO r H ea I"h care receive, forward, respond to, and attach documents to email (eg, fax,
modem, Internet).
1 1 » Install software programs on a personal computer and be aware of
toh on I n teg rIrY' copyright law implications. ]
ntrol
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Special Formatting has been Menu names and menu commands are typed in blue.

opplied to the text to improve | Button names | and | tabs within dialog boxes | are bold with a box around them.

readability and comprehension.
Dialog box names and folder names are blue and bold.

You will recognize common
Windows elements by their font. Check boxes and options listed within dialog boxes are orange and italic.
Keystrokes are green.
Toolbars are blue and underlined.

Speci fic text to be typedand fil e ext ensi ons are Courier font.

USB cable connecing hub fo
PC using a USB B: connector

Photos help you identify various —>
hardware components used by

4 addifional USB ports

medical transcriptionists. FIURE 57 55 ol U o e oo o S

N
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FIGURE 15-9 Examples of franscription headsets showing steth style, the-head
style (red) and bow style. Photo reprinted by permission from Philips Dictation Systems.

Moving and Copying With the Mouse

Dragging files in a GUI is the same as giving the computer a specific command, so

Step-by-step I n structio ns many file tasks can be accomplished using d d-drop techniques.

To move files or folders using the mouse:

: 1. Display the folder containing the files or folders you want to move as well
g ul d € yo u th rou g h common tc S ks‘ as the destination folder. If you would like, you can open two copies of
‘Windows Explorer in order to display both folder windows. The folders can
be side-by-side or overlapping a little bit—as long as you can see a little bit
of each folder.

2. Select the files and/or folders to be moved.

3. Place the mouse pointer directly over the selection and hold down the left
mouse button. (If you click the mouse button away from your selection,
your items will be deselected.)

4. Continue to depress the left mouse button while you drag the files toward
the destination folder.

5. Hover the mouse over an empty area of the destination folder (away from
any icons contained within the folder) until the “not ready” pointer ®
disappears, then release the mouse button.

You can also move items by dropping them on top of an item’s icon (ie, the folder
window does not have to be open). Drag a selection toward another folder’s icon

Description Mark Meaning in Windows
Tables summarize key information forward slash / Used to separate sections of a path name on a networked computer, including the
Internet (eg, http://www.MTWerks.com/AugustNewsletter.htm)
fo r Gf_o_g |G ce re{:e rence —— T backslash \ Used to separate sections of a path name on a local disk (eg, C:\Documents and
Seftings\Laura\My Documents\Helpful info.doc)
colon : Designates a drive name (eg, C:)
asterisk * A wildcard character that designates any number of unknown characters in a

search routine

question mark 2 A wildeard character that designates one unknown character in a search roufine
quotation mark . Used to denote the beginning and end of file names that contain spaces
greater than/less than >< Used to redirect input and output

bar | Data separator
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Screen Shots show you what you'll
see on your computer screen as you —>
perform each task.

FIGURE 8-28 Use the Font applet to install new fonts

“Do It Quicker” Boxes offer

Take note of an often-overlooked area of print dialog boxes labeled Print

VGlUG ble timesavers inc|Udin shorfcuf what. These drop-down boxes let you print content other than the document
! 9 — > itself. For example, MS Word includes the option to print AutoText entries,
keyS Qnd flpS for mcximizing eH:iCienCY. comments, and shortcut key assignments. In PowerPoint, you can print

handouts including slides, comments, and presenter’s notes, etc.

Manual duplexing is an option on some print dialog boxes, but is ill-advised

“Caution” Boxes alert you to for most printers. Running a printed page back through a laser printer causes
— > the print to smudge as it is subjected to heat and pressure again. Pages
common plﬂ:(]”S Gnd hOW to (]VOiCI fhem printed with an ink jet printer need ample time to dry to prevent smudging as

they pass through the printer a second time. Check the documentation that
comes with the printer fo see if manual duplexing is recommended.

P . o When combined with the Windows Search feature, routine housekeeping is a

Put it TOQther Boxes ShOW you snap! To quickly back up the same files on a regular basis, use Windows
Search to locate the files. Save your Search routine and use this saved routine
each time you want to back up your files. When the files appear in the
Search Results pane, right-click and choose Send To. Select a destination
listed on the Send To menu. If using removable media such as a USB thumb
drive, be sure to insert the media into the PC before opening the Send To menu.
See more information about Search on page XX.

how various concepts discussed —
throughout the text work together.

“How | Do I#” Boxes are based

used items on the Start menu so | can always access the item with two quick
keystrokes. Learn more on page XX.

on the author’s firsthand experience, ; - ] of st g it sy et s, | e (s sty
helping you apply what you've

learned to be more productive and

accurate in your work.

Globe Icons refer you to web links

|OCGfed on the text’s companion Link 1-1. Learn more about the most current processors, speeds, and brand
P

. — > names.

website where you can get the latest

information on rapidly evolving topics.

CD Icons throughout the text let you
know that your Student CD-ROM has  —>

additional information on the topic. More detailed
information on
installing new
hardware can be
found on the CD.

o
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Clearly Marked Sections for
Windows XP and Windows
Vista direct you to the information
specific to your operating system.

Critical Thinking Questions at
the end of each chapter promote a

deeper understanding of fundamental

concepts by encouraging analysis
and practical application of
information presented.

Glossary defines all the key terms
used throughout the text.

STUDENT RESOURCES

—

—p—

o If you have set file extensions to be displayed, as explained on page XX, then

> you must type the file extension when you type a new name for your file. If
you do not type the extension, Windows will ask you if you are sure you want
to change the file extension. Answer [No| and retype the new name including
the period and the extension.

that program. Those files will not be deleted from your computer by installing
a new program or new version of  program.

—_—
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Critical Thinking Questions

1. Why are shortcut menus sometimes referred to as context-sensitive menus?

2. Define

and “target.”

3. Explain why the results of using the Send To menu (ie, copy versus move)
depend on the inati

°*~
*~

—_—

(My) Computer

activation

Technology for the Medical Transcriptionist

A component of Windows Explorer that shows the contents of your computer, including the main folders, disks,
temovable storage disks, networked drives, and mobile devices.

A process that allows software vendors to track seialized copies of their software to prevent software piracy.
ActiveX Anadd-on to a web browser that adds functionality to a website. The programming code to run ActiveX is embedded in
the web page and must be downloaded to your PC for you to take full advantage of the web page’s features. See also
add-ons.
add-ons Also known as plug-ins or browser helper objects, add-ons add functionality to web pages, creating pages that are

dynamic, interactive, and interesting. Examples of add-ons include Macromedia Flash, QuickTime (video player),
RealPlayer (media player), Java, ActiveX, Adobe Reader Add-on (to read pdf files within your browser), and Google
“Toolbar Helper

The student CD and online resource center reinforce and add to what you learn in the text. Student
resources include a question bank and additional information on topics as indicated in the text.

The Student Resource Center can be accessed at http://thePoint.lww.com/BryanTech.

INSTRUCTOR RESOURCES

The online instructor resources available for use with Technology for the Medical Transcriptionist
include a test bank, image bank, and PowerPoint slides for each chapter.
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