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Tools for the Tools for the Business Side of MedicineSide of Medicine

1. Digital Dictation

2. Encryption & Email

3. Print to File

4. Faxing & Scanning Software
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Tools for the Tools for the Business Side of MedicineSide of Medicine

1. Digital Dictation

2. Encryption & Email

3. Print to File

4. Faxing & Scanning Software

easily save $600 per month

• 11 ¢ per claim, 
● send / store long reports

● fax management, record copying

● HIPAA complaint w/o hassle or cost 
● change free phone call into e-mail income



2

Office-Tech 20034

Dictaphone

Clever Gear– holds 8 hours dictation

Olympus 330

$160   5 hours, 5 folders, compressed file

Off-Load by USB Wire not Smart Card

USB
port
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usb or smart media card file transfer

Portable Recorders– Many Options
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Service Providers
UnlimitedTranscriptions.com
Doctor:Dictate!.com
Medical Transcription.com

List at
Yahoo>business>health>medical_transcription
Supplies 

TranscriptionGear.com
www.OfficeDirectinc.com

Yahoo List—and goes on for 3 pages
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AUTO-TEXT
the key to quick quality dictation

1)   Imagine a 3 page physical dictated in 30 seconds

AUTO-TEXT -- the key to quick quality dictation

1) just memorized phrases

2) pastes in with   two key strokes
type name for the copied information -e.g. 1

then hit the F3 key 

3) works for anything you can highlight
pictures-- logo

signature
entire normal exam or  review of systems
field to add something like date
entire page with pictures, tables, text boxes
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AUTO-TEXT
examples to be shown

1. full physical
2. header for notes
3. full letterhead—no special paper to buy
4. signature insert
5. bookmarks           to jump from top to bottom–

Control-F9 to insert    F11 to jump
6. calculated fields     automatically add dates
7. med sheet
8. fax sheet

Dictation / Transcription Time   Savers

FaxFax directly directly 
from word processorfrom word processor

Dictation / Transcription Time   Savers

1. Auto-Text—1 word brings up a full report
2. Use page header for your office letterhead
3. Template file (extension  DOT)

stores your memorized information
page can access memorized info in other template files

4. Bookmarks  
control+F9  --insert F11  --jump

5. Digital Signature,  Fax  Form
6. Print to fax 
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Send Digital File
via Internet or Network

1. CuteFTP Pro--$60 – sends/receives encrypted

2. WinZip 9.0  -$30  -encrypted and password
attached to file

3. PGP 8.0     -$50   -also freeware for non-business

4.Drop Chute  --$200

5. Others– many - just need to encrypt a file       

20 Office-Tech 2003

Digital DictationDigital Dictation
Buy recorder and send softwareBuy recorder and send software

Find transcriptionistFind transcriptionist——web or locallyweb or locally

Use AutoUse Auto--TextText

Send via  network or intranetSend via  network or intranet

21 Office-Tech 2003

E-mail to PatientsE-mail to Patients

1. confidentiality to comply with HIPAA

2. can you get paid for it, and control it

3. how to set up
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Security--Encryption
Encryption

art   of substitution and addition

You Encrypt (or Convert) Then Send
Receiver Needs Your System to Decode

The system is the  Key
You Give Them In Advance

Encryption– Art of Substitutions  and Deletions

r
qponmlkji

agusruoy

iyjokulr   msnuogpaqr   riss   thuivgwh

E.G.                  Your sugar is high
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Security--Encryption
Key----------

need a pair 
one for the sender  -- encode
one for the receiver – decode         

works like a page (file) torn in half
and you need both parts
to know the coding pattern
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1. by a web page– secure socket

2. by software linked to your e-mail

3. on software that does it all
- encrypts and transfers--

Encryption– Where is it done?

Secure Socket  (SSL)

Example
of encryption

All Encryption 
done for you
by the 
webpage

27 Office-Tech 2003

HushMailHushMailPGPPGPMyDocOnlineMyDocOnline

SecExMailSecExMailMDHubMDHub

MailShellDropChuteDropChuteSalu.netSalu.net

ZipLipZipLipCuteFTP ProCuteFTP ProMedemMedem

Email Centered
Stand Alone 

Program
Website 
Centered

Internet Communication with a PatientInternet Communication with a Patient
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MEDEM
patient
request form

29 Office-Tech 2003

MEDEM
note
confirmed
to patient 

30 Office-Tech 2003

MEDEM
doctor notified
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MEDEM
doctor’s message

32 Office-Tech 2003

Salu.net
patient   
message form
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Mail Shell E-mail Service
form to send e-mail
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Mail Shell E-mail
password added by doc
patient needs password
to get any information
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Zip Lip E-mail
form to send a message 
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Zip Lip 
message notice to patient
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consider 
staying with 
64 bit 
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Print to FilePrint to File

How to let what you print
easily transfer the data to a database

How to let what you print
be easily stored or sent with an e-mail
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Print to File-- UsesPrint to File-- Uses

Send your claims to a clearing house
no interface needed

Save your 10 page spreadsheet digitally

Query your database   
then e-mail the report          
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Print to FilePrint to File

If you can print it,
you can also make it a digital file

Digital files can link up with other programs

Your text  data can automatically
fill in a database or spreadsheet

41 Office-Tech 2003

PRINT  TO  FILEPRINT  TO  FILE

42 Office-Tech 2003

PRINT TO FILEPRINT TO FILE
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Print  To File – DOS   CommandPrint  To File – DOS   Command

Select printer then click print to file option
Go to DOS prompt  (in Windows>Accessories)
Enter the command PRINT and file name e.g.

Then strike enter and your file prints
thus you can save anything you want to print
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Scanning – Faxing 

Manage your paper digitally

Save Time, Money, Space
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Scanning – Faxing 

Benefits of software like the $50 HotFax
1. Not print useless Faxes

2. Easily find prior Faxes

3. No paper left sitting out overnight

4. Fax from most programs as easily as you can print
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Scanning – Faxing 

Medical Record Requests

Fax to Yourself,  Print Later

1. Easily store large records

2. Page counter on computer

3. Less expensive to print  (laser printer vs copy machine)

47 Office-Tech 2003

Office Technology to Use TodayOffice Technology to Use Today

All about going digitalAll about going digital
work smarter not harderwork smarter not harder
cut your overhead with common softwarecut your overhead with common software

Keep your paper digital 
with Fax and Scan software

Send HIPAA compliant
files and E-mail

Print to FileDigital Dictation
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