Office Technology
Every Medical Office
Should Use

Steven D. Atwood, MD, FACP
satwood@pol.net

www.adultmedicine.com/presentations

+Tools for the Business Side of Medicine

1. Digital Dictation
2. Encryption & Email
3. Print to File

4. Faxing & Scanning Software

+Too|s for the Business Side of Medicine

1. Digital Dictation
* easily save $600 per month

2. Encryption & Email

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

3. Print to File

® 11 ¢ per claim,
e send / store long reports

4. Faxing & Scanning Software
o fax management, record copying N




Dictaphone

Clever Gear— holds 8 hours dictation

Olympus 330
$160 5 hours, 5 folders, compressed file

Off-Load by USB Wire not Smart Card




ICR-B150

SANYO

Home » Business » Dictaton » DigtalSystems » ICR-B1S0

Digital Dictation
Recorder

Features:
Slide Syvitch Cortral Croeration
Yoice activation recarding
Mumerous editing functions
usb or smart media card file transfer

Portable Recorders— Many Options

Olympus Master List

yrmpus DM-1
rmpus DE-2000
LYMPUS rmpus DS-2000

yrnpus DS-230

yrnpus DW-90

yrnpus VN-1200
yrnpus W-10

(==l ] is)(s]is} (e}

Panasonic Master List
Psnazonic RR-QR120
Panasonic RR-QRZ00

RCA Master List
RCARPS010

RCARPS01Z

&ﬁn%qu D

Sims Master List
Sims SWR-P235
Sims SUR-M935

H

Sony Master List
Sony 1CD-BS

Sony ICD-B2S

Sony ICD-BP1SO
Sony ICD-BP1SOVTR
Sony [CL-MS515
Sony ICD-MS515VTE

SONY

|

Voice It Master List
0

Waicelt YT-200
Woicelt YTR-3200

Mac Compatible

igital ¥oice Recorders

nGear, Com - Netscape

Ele Edt Yew Go Communicator telp

| ¥ Boskmatks & Location [itg:/ e vanserptongeat.com’

Transcr&@anﬁear.Com

Digital PC & Internet

Have Questions?
Call Toll Free 888 834 2392

Faot Contr

i I Headsets -n: I Software.

N

Bl e | covcme | contion | conrmer | seancn | e

For as little as 10¢ a minute
you can provide your clients
Toll Free call in Dictation!

Looking For
Brand Name Products?

Supplies and Telephone | Reference Books:
Dictionari
Transeribe Dictating Speech Workplace
ment Equipment Recagnition Healtt
Check Out
Subscribe tothe
TranscriptionGear.Com
ewsletter

Enter Your Email Address

We Have Them All
Right Here!
W Are Proud To b

Able To Bring You
These Fine Fraducts,

Track Your Order

;
This is so edsy.
And. it sounds great too.

TRTTET S TATEY

idigital™ is designed just for you, we
provide state-of-the-art digital
dictation with tollfree  telephane

carvica bn v dienbe e wonr dhiante

oK

Search

Click Here to Search The Entire
Transcription Gear Site

wstomer
33“

Have Questions?
Need Information?

Frickomar £




Service Provider

# 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

5ponsor Listings Whats a Sponsor Listing?

IedWord - sells medical transcription, coding, billing, and terminclogy courses, transcription
equipment, and software. Human anatotny, MT tips, medical references, and original articles
Unlimited Transcription - provides medical transcription services to the healthcare industry
including hospitals, physician groups, clinics, and individual practitioners

wost Popular

o Andrews School of Medical Transcription

* MedRec Resources - provides medical transcription services to health care facilities, hospitals,
mdividual doctors.

MedQuist (1} (HNasdag MEDO!

IMedWord - sells medical transcription, coding, billing, and terminology courses, transcription ¢
Human anatorny, MT tips, medical references, and otiginal articles

Health Professions Institute - private research and development company specializing in the piy
transcription trainng materials, reference books, and periodicals

HealthScribe - Internet-enabled national outsourcer providing medical transcription and data
health care systems

MAG Mutual Healthcare Selutions, Inc. - physician owned company specializing in medical tre
services

Metscript International - offering medical transcription service nationwide

IMed South Solutions - cutsource medical transcription service

Transcend Echo - digital dictation, transcription, and document management system designed &

‘Yahoo/Busi t i Healthcare/Services/Ti

Unlimited Transcription

Uslimited Transcription, LLC provides medicel transeription services to the healiheare
industey, offering hospitals, physivien groups, clinics, snd individual praciitioners
cost effective, high- quality solution for outsourcing medical trans cription.

Prospedive Clients

NEW!

Prospective MT

C n

0 us
iy wln] @ elxe]e]
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-
b Oale] Detele.

Our Voice Recorder
Software turns a PDA
into a Digital Dictation
Recorder!

Support

Links

Online Store Dell Axim X5 PDA

NO STARTUP COSTS!
We furnish a Portable Digital Handheld Recorder or PDA to each
dictating physician plus our proven Software and Equipment for
Encrypted Internet Transfer. Twenty-four-hour turn around, 11.5




BUDGET TRANSCRIPTION

Home Internet Software  Price & Cuality Contaet Us Test Drive

New! Dell Axim PDA

“Your Medical Transcription Selution”
X “We furmish a PDA or Digital Viice Recorder to each full time dictator
{0 & * o Start Up Costs.

9.5 cents per gross line or 115 cents per 65 character line.
* 24 hour turn around, editor reviewed
* Permanent USA typist for each provider.

“ Mo overseas outsorcing

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




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

Frinter
Hame: 56 HoltFax MessageCenter Praperties ‘

Status: Fing Printer ..
Type:

Where: p ™ Print to file

Comment: | G5 HP Desklat 812C-ush I Marual duplex.
6 HP Desldet 820Cse

PABE 1ENOE | S5 hp Laserlet 1000

& gl iRgeror opesT T =
 Current page o

" Pages: W Collate
Enter page rumbers andjor page ranges

separated by commas, For sxample, 1,3,5-12

' Fax directly

Prink what: [Document ] R from word processor
Prinkt: Al pages in range b R ‘1 page j
Scoktopapersiet [Nascaing v

B ose

Dictation / Transcription Time Savers

. Auto-Text—1 word brings up a full report

. Use page header for your office letterhead
. Template file (extension DOT)
stores your memorized information
page can access memorized info in other template files
Bookmarks
control+F9 --insert F11 --jump
Digital Signature, Fax Form
Print to fax




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

Digital Dictation

m Buy recorder and send software
m Find transcriptionist—web or locally

m Use Auto-Text

m Send via network or intranet

* E-mail to Patients

1. confidentiality to comply with HIPAA

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

3. how to set up




_% 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

E.G. Your sugar is high

|yjokulr msnuogpaqr riss thuivgwh

v Jo (ol [P [s] b o[ 2]

_§>§ Security--Encryption

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




En !E (o) e is it done?

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--

’2\85‘4‘”‘ Session 2004 Annual Session Online Registration Example
T —— of encryption
ACP #

Name<[
Address * [ A
A2 All Encryption

Address 3

e done for you
e o T by th
foa . ZIip/Postal Code * y e

. webpage

Daytime Phone =

Home Phone|
Fax

Email address=[

Oiee

Opes

ento

ustySupported Sym

SECTION | - Pre-Session Courses April 20-21, 2004

Register for courses by filing in your choices below. Two-day Pre-Session
Courses are sold only as two-day events. Course titles and days are listed
below for your reference.

Secure Socket (SSL)

/ 8 @ iemet

Internet Communication with a Patient

Website Stand Alone
Centered Program Email Centered

CuteFTP Pro ZipLip




Steven D. Atwood, M.D.

Or. Steven Atwood: Messaging

OC Request: Message
T

ot
If your provider approves and replies to your Online Consultation™ request, your
credit card may be charged the following amount: $10.00

» Steven D.
Atwood, To:  Steven Atwood —
LM ~om: 0hn Doe
Patient Info

~Dr. Steven N
Patient Name: ohn Dae

Atwood
or. Patient DOB: 17172001
Atwood's
Home Page
[SCENl Patient Gender: O Male O Female
Locations

B Office You Usually visit: | 3525 5 Netional Ave. Suite 206, Springfield, MO 65807 v
specialties
JLBIRNIRY vour Request
Curriculum [ R R Plaase make a selaction from this st

Patient SSN: [T

Subject”; Ongoing care question or problem

‘Your provider requires the followiNew condition or problem
M E D E M is system is not for em|procedure or surgery question
K Follow up on lsb/diagnostictest results
. Medication question (non-efil)
) 3 . |Refillrequestior prescription
patien Online Consultation Request":

request form

reply. Thanks Steven D. Atwood, |

Ofice or administretive question
Physician/Provider referral or recommendation
ther

Steven D. Atwood, M.D., FACP

MY DOCTOR | MEDICAL GLOSSARY

Dr. Steven Atwood: Messaging

o€ Confirmation

. Use of this
Your Online Consultation™ request has been sent to your provider's office,

site means

Your provider will usually reply in appx. 2 business days. You will receive an e-mail ~ Y0U 8gree to
notification to: Medem's

Terms of
¥ Steven D. .
s satwood@mchsi.com Senvice
M.D., FACP

The transaction number for this Online Consulation is: 89767 Produced by
(edem

~ Dr. Steven

Atwood

Dr.

Your credit card aceaunt will not be eharged until the provider appraves your
request and replies to you
The amount your card may be charged would be: $10.00 G

Atwood's P veriSion has routed, processed, and secured your
Home Page payment information. More information about VeriSian
Practice

Locations

leturn to Mailbox

MEDEM sttt pniivs wen see
note
confirmed © Medem, Inc. All Rights Reserved

Privacy Policy | Contact Medem Help Update My Profile

to patient Updated 2/2003

MEDEM
doctor notified

=] Subject: You have a new Secure Message
From: Medem <info@medsm. com
Date: 1:02 PM
To: satwood@rmchsi.com &

¥ou have a new message waiting for you on Steven D Atwood's
Web site. This wmessage is secure and confidential. To wview
it, please click the link below (or if the link does not work,
copy and paste the Web address into your browser)and log in
with the Tser ID and password you created at registration.
After you log in, you may view your message and respond.

http: /. adul tnedicine. yournd. con/atwood

Office-Tech 200

10



Steven D. Atwood, M.D.

Dr. Steven Atwood: Messaging

From: Doe, John Use of this
o Dr. Steven Atwood site means
Patient Name: John Doe Patient DOB 1/1/2001 you agree to
Patient SSN: 111-11-1111  Patient Gender: Medem's
[PSURRNI o Medications:  Yes Medications: tost Terms of
Atwood, New Medical tost Senice.
PSSO Conitions/Problems:
Offics Location 3525 S. National Ave., Suite 206, Springfield, MO 65807 L3 ™

~Dr. Steven
Atwood

Your Request

C Subject: test
AN o ransaction #: 89767
Atwood's

oc Charge: $10.00

Home Page

Practice
Locations  [REETEL

Specialties N EETENNEES
Insurance

John Doe
3doeByahoo. con
Bitep: //uw. adul thedi cine. con

Curriculum
vitae

Terms of Service Confirmation Date: Jan 18, 2004

Address: satwood@mchsi.com

MEDEM

R [ cancel T 2 print Record ]
doctor's message — e e s e
i | Privacy Policy |  Contact Medem Help Update My Profile

ffice-Tech 200

Steven D. Atwood, M.D., FACP

Request Center > Get Non-Urgent Advice

Secure messaging is for routine requests only.Jgyou have an urgent need, call
Inbox your physician.
enuest appointment
rder el .
Get non-urgent advice 1 this is an
&k billng questions

call 911,

ou have a simple question you may use this form to ask it. Responses
generally take a few days. If you have an emergency or need assistance today,
you should call the office at 269-9200. You may also e-mail Dr. Atwood via
satwood@pol.net, but please note the e-mail is not encripted when it routes
through pol.net.
Plaase note: Required fields appear in blue.

Get Non-Urgent Advice from Steven D. Atwood, M.D., FACP

Salu.net ;.. e

: Date of Birth January 01, 1960
patlent Daytime Phane: 111111-1111

Social Security #: 111-11-1111

message fo rm To make changss to the information above, ik hers t et your heslth
profile
Alternate Telephone #; ,—/

Name of Phy: 3 D1 Steven Atwood|
or enter name:

° mailshell” intetigent emait

an email addres

Steven D Atwood MD FACP <satwood@mailshell.com> ]
; ORspect

B —

[ save a copy to your Sent folder
Message:

Mail Shell E-mail Service
form to send e-mail

Track Delivery: [ (what' this)

send Encrypted: [ (unars ey h
[Send | [Saeichesi | [Address Bk |

Office-Tech 200

11



3] Suh]e(t demo for ACP
From: Steven D Atnood MD FACE m
Date: 904 A

To: satwood@mchsi.com &

ema'mhe"" Intelligent Email Keap 1our email safe snd private! Join Mailshall

Ta make sure no one else can view your encrypted message, Steven D Atwood
MD FACP has set a password and given a hint that should allow you to guess the
password. (Note! passwords are case-sensitive.)

Password: [ ]

Hint: ACP

Can't see the password entry form? Click her
https://www mailshell com/view password email.hitml, aeE43EEEh9

Mail Shell E-mail
password added by dOC 22 Mailshell.com All Rights Reserved,
patient needs password
to get any information

34 Office-Tech 200

ckarts @ channels @itew Foler £ Hecical Transcrption facom Orine ...~ Heciaco Oriie M.

; N =L

et —
o Wasks
T

Zip Lip E-mail
forrp to send a message

Siomature: [ (1o Signatura] W] Help

Attachments: (B ggoas

stop 17 rovss t inoce fle Step 2 Click Add to nclude s
RERA DI IYE N NS

Osiete
-

O electronic dsims.n

From: sstuoad@zipip.con
Date: 9:43 AM
To:

satwood@mchsi.com,
Yaou have received 2 ZipLip Secure Message from satwood@ziplip.com. In arder to access the message, please enter your password below

%Mwmﬂ% \i\;:%

Subject: demo of i i
Date Sent: 01/16/04 psT
Expiration Date: 01/31/04 07148 AM PST

E—

Hint: ACP

Password

poversdty Ziptip

If you do not see 3 form above, your client does not support forms within K
To access your secure email, smely cick on the link below or copy-paste i e 1 o G DGR3y
i

Copyright: 2ipLip Inc. 2003, helo@eiplip.com

Zip Lip
message notice to patient

36 Office-Tech 200
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SecEx Key Generator - Key Size

Pleasze specily the key size for your
new email key

" 2048 bits - safe

+ {4096 bits - strong

" B192 bits - ultra strong

€ 10240 bits - paranoid

Approximate time to generate

5 mirutes on 600 Mhz CPU

< Back I Mewt > I Cancel

* Print 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

* Print 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

13



*. Print 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

* PRINT TO FILE

+ Batch Print Claims

Iypeofforn JHcFa =]
Cleims to Frosess: [Primary 7]
For Destination?: [T
Select by Carier & Patient m
oo YRR
Type of Dater [Posted =]
Erom: [T252003 3]
L0
Print TofFle ] OQuiputFile HCFA AT

I~ Format file with CRILF?
I Re-print claims already printed?

I Evint claims designated to ga electrorically?

T~ it oy ciaims with an inswUrance baian ce?
!
Print HCFA's.

Close

* PRINT TO FILE

=
Print

rPrinter

Name: [ @@hp Lasertet 1000 x| _Froperties
Ststus:  Printing: & documents waiting
Type: hp Laser et 1000

where! LPTL: F
Comment:

[Page range aples————————————————
& al Humber of copies: I =

" Current page ¢ Selection

€ pages: 1 q ™ collate

separated by commas. For example, 1,3,5-12

Privk what:  [Document x| Funk: [alpages inrange -]

oo Concs

14



* Print To File — pos command

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

IC:\>pr1nt report.prn

o Then strike enter and your file prints
thus you can save anything you want to print

Scanning - Faxing

Manage your paper digitally

Save Time, Money, Space

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

15



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

* Office Technology to Use Today

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

Digital Dictation Print to File
Send HIPAA compliant| Keep your paper digital
files and E-mail with Fax and Scan software

16
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