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About the Author

Anne Martinez and medical transcription met for the first time in 2005. She
had no idea what she was getting in to. Desiring a little “regular work” to
round out her self-employment income, she took to the Internet and began
researching work-at-home jobs. Medical transcription seemed a perfect
match for her love of language and interest in all things medical. Her first
step was to look for an introductory how-to book, but there wasn’t one. She
determined on the spot that she would write it; first, though, on to becoming
a medical transcriptionist!

In 2006, after about a year of intense studying at home, Anne graduated from
the M-TEC online medical transcription program. Soon thereafter, she was
employed full time (despite her original intention to work part time) and
garnering the benefits of health insurance she didn’t have to pay for entirely
herself, a steady income, and actual paid vacation days! She later switched to
a part-time independent contractor position to gain a more flexible schedule
and take advantage of additional opportunities.

During her time as an MT, Anne transcribed many, many medical reports
for hospitals and physician groups, including history and physical exams,
discharge summaries, operative reports, consultations, office notes, and an
amazing variety of diagnostic procedures.

She’s currently wrapped up in writing projects and managing her successful
website, GoCertify (www.gocertify.com), so she’s put her MT career on
hold. However, it stands ready in the wings, waiting for her return should
the need arise.
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Introduction

ou've probably heard that medical transcription is a flexible career that

you can do from home. Perhaps you're attracted to the idea of being
part of the drama and intimate details of medical care, and medical tran-
scription sounds like it would be very interesting work. Maybe you just want
something, anything, you can do from home to earn a buck, and you’re won-
dering if medical transcription could be it.

Despite what some advertisements might lead you to believe, it’s not true
that anyone willing to take a course can become a medical transcriptionist
(MT) and earn big bucks working from home. It is true that it’s interesting,
challenging, and often flexible work. Many MTs do work from home. You can
prepare for and launch an MT career without ever stepping out your front
door, if you want to. For some people, it’s a great career option, but it’s not
the right choice for everyone.

About This Book

This isn’t a textbook about how to become an MT. You don’t need to read

it cover to cover or even in order. Dip into the part you need, when you

need it. Come back later and dip into a different section when you need that.
Consider this a quick study guide, reusable reference, and career companion.

There’s a lot of information, and even more misinformation, available about
working as a medical transcriptionist. This book is here to help you sort fact
from fiction, so you can decide if you want to become an MT, and if so, how
to go about it. It’s also designed to stand beside you and answer the ques-
tions that most commonly pop up after you get on the job.
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Conventions Used in This Book

[ don’t use many conventions in this book, but [ do use a few:

v When | define a new term, | italicize it. You can find the definition nearby
(often in parentheses).

v luse monofont for web and e-mail addresses. Note: When this book
was printed, some web addresses may have needed to break across two
lines of text. If that happened, rest assured that we haven’t added extra
characters (such as hyphens) to indicate the break. So, when using one
of these web addresses, just type in exactly what you see in this book,
pretending as though the line break doesn’t exist.

What Vou're Not to Read

The shaded boxes that appear here and there are sidebars. They include
extra information that’s interesting or fun. The material in them isn’t essen-
tial to understanding the topic at hand, and you can bypass them without
missing out on key concepts.

The Technical Stuff icon identifies extras included for people who like to
know the details behind things. If you're not one of them, it’s okay to zip
right past.

Foolish Assumptions

I figure you’ve probably picked up this book for one of the following reasons:
v You're thinking about becoming an MT and you want to know what the
job entails and how to get started.

v You're already an MT student and you picked up this book to help you
get off to a flying start.

v You're a working MT who’s as obsessed with learning and growing as
you've always been.

[ also assume that you want to get straight to business and not waste time lol-
lygagging around.
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How This Book Is Organized

This book is broken into parts that parallel the journey to an MT career. It
starts at the beginning with career exploration and moves on to identifying
and mastering practical skills and then to landing and managing an MT
job. The final part provides reference materials you can use to help you on
the job.

Every chapter in Medical Transcription For Dummies is designed to be entirely
self-contained. You can go through them in order or jump straight to what-
ever you need at the moment. This is one time when you can have something
both ways.

Part I: So, You Want to Be
a Medical Transcriptionist

Before diving into a career in medical transcription, you’ll want to know
exactly what’s involved and what to expect. This part will give you the basis
to decide if medical transcription is a realistic career option for you, and if
so, how to get off to a running start. It starts with an inside look at what MTs
do on a daily basis and what it really takes to break into the field. You'll also
survey the types of places MTs work and how much you can expect to earn.
One of the most crucial foundations to a successful MT launch is getting

the right training. This part identifies what that should include so you don’t
spend good money on bad training.

Part II: Getting the Job Done: Medical
Transcriptionist How-To

This is where you’ll meet and build the technical skills that lie at the heart

of a successful medical transcription career. You can put yourself through
medical terminology boot camp and study up on the mechanics of formatting
medical reports following accepted standards. There’s also a chapter packed
with tips for deciphering difficult dictation and tricks for coping with mumbly
mouthed dictators. In medical transcription, time is (your) money. The chap-
ters on effective referencing and speed-boosting techniques will help you lay
in the skills so you can be fast and accurate.
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Part I1I: Looking At the Types
of Reports You'll Transcribe

This part takes you on an in-depth tour of individual reports and how to
transcribe them. Each member of the “Big Four” family of reports gets its
own detailed chapter. You also step through another half-dozen report types
you're likely to encounter.

Part IU: Employment Matters:
Landing and Managing a Medical
Transcriptionist Job

MT skills are useful only if you can put them to work! This part offers tips and
advice to help you choose and land your first MT job — and the one after
that. There’s a chapter explaining the technical details of outfitting a home
office. If you opt to work as an independent contractor (IC), you’ll want to
read the chapter on financial matters, for sure.

Part U: The Part of Tens

If you're a fan of top ten lists, this is the part for you. It includes ten factors
that contribute to MT success, busts ten common myths about medical tran-
scription work, and introduces you to ten online resources that stand head
and shoulders above the rest.

Part Ul: Appendixes

Good references are among an MT’s best allies. The glossary, transcription
examples, and sample reports in this part are here for you to turn to when
you need a little help. They don’t eradicate the need for dedicated reference
books, but they do provide a unique cross-section of material that zeroes in
on the items experience shows you're most likely to need.
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As you go through this book, you’ll see the following cute little icons in the
margins. Here’s what they mean:

The Tip icon points out a handy technique or shortcut that can save you time
or help you avoid frustration down the road.

When you see the Remember icon, it’s pointing out a key concept you’ll want
to file away in your brain for future use.

The Warning icon alerts you to potential pitfalls and things that can cause seri-
ous trouble. When you see it, pay extra-careful attention to the text nearby.

The Technical Stuff icon points out technical tidbits that are interesting but
not absolutely necessary to understanding the topic at hand. If you want all
the details you can get, read them. If you want just the basics, skip them.

Where to Go from Here

By all means, jump into this book anywhere you’d like. If you're in an explor-
atory phase, Chapter 1 is the obvious place to begin, but you may also head
on over to the Part of Tens and start by clearing up ten myths about medical
transcription. If you want to take a gander at some actual medical reports,
Appendix C has you covered.

If you're burning to steep yourself in medical terminology as quickly as pos-
sible, the boot camp in Chapter 5 is specifically for you. If difficult dictators
have you hog-tied, Chapter 7 will help you decipher what they are (in theory)
saying. Working MTs and students near graduation may be particularly inter-
ested in the “faster, faster” productivity techniques in Chapter 9.

Thinking about going the independent contractor instead of employee route?
Be sure to read Chapter 19 so you can get your financial ducks in a row and
keep them there.

You also can read this book in the ordinary, straightforward manner: Start at
the beginning and keep going until there are no pages left to turn.

5
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In this part . . .

Tme to cut through the hype and clutter and get to the
facts on a medical transcriptionist career. As a medi-
cal transcriptionist, you’ll make critical contributions to
patient care that go far beyond typing fast. This section
gives you an inside look at what medical transcriptionists
do on a daily basis and the personal traits and profes-
sional skills required to get the job done. It also surveys
where the jobs are, how much they pay, and how to get
the training needed to break into the field.




Chapter 1
Just the Facts

In This Chapter

Looking below the surface to see what medical transcriptionists really do
Surveying employment options and paycheck possibilities

Identifying the skills medical transcriptionists need

Taking a peek at the reports you’ll transcribe

Charting a career in medical transcription

f you're considering a career in medical transcription, there are some

things you should know. The very first is that what medical transcription-
ists (MTs) actually do all day is a whole lot more interesting and much more
difficult than what most people think. Typing fast while listening to someone
speak in tongues over headphones is just the tip of the iceberg.

Okay, the dictator isn’t really speaking in tongues, but it often sounds like she
is, and the iceberg part is completely true. In this chapter, you’ll explore the
90 percent of medical transcription that most people never see because it’s
out of sight, just like the largest part of an iceberg.

If you’'ve heard that a lot of MTs work from home, you are, indeed, well
informed. For many MTs, the daily commute is no farther than the walk from
their breakfast table to their home office. Some MTs commute to their place of
work, just like other employees, although these seem to be dwindling in number.

Medical transcription work has many attributes that attract people looking
for a fresh career start. You can train and work from practically anywhere
you can get an Internet connection, including your home. Nobody cares what
you look like or how old you are; the only thing that matters is whether you
can do the job well. Schedules often can be juggled so that you can work
around other commitments.

It’s not all peaches and cream, however. Medical transcription can be high-
stress work, and you aren’t likely to get rich doing it. It takes a particular
set of personality traits and technical skills to survive and thrive in an MT
career. This chapter introduces the world of medical transcription, so that
you can decide if you want to become a part of it.
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Getting the Skinny on the Medical
Transcription Field

A medical transcriptionist’s job is to produce the clearest, most accurate
healthcare documentation possible — and do it fast. Within the course of a
day, a patient who comes into a hospital emergency room and is admitted
with appendicitis will generate:

v An emergency room (ER) report

v Probably a CT scan or ultrasound of the abdomen

v A consultation with a gastroenterologist and/or a surgeon
v A complete preoperative history and physical examination
v An operative report detailing the appendectomy

v Potentially periodic progress notes

v A discharge summary when sent home the next day

And all of them require transcription. That’s one patient, one hospital, one
overnight stay. Multiply that by the number of patients who walk into hospi-
tals each day, seven days a week.

Hospitals aren’t the only prodigious producers of medical reports. Physician
practices, specialty clinics, alternative health practitioners, managed care
organizations, diagnostic facilities, and lots of other places all generate dicta-
tion every day.

These are the records that healthcare providers return to time and again
when deciding what treatments a patient will receive immediately and in
the future. They're also legal documents. They may be used to determine
whether someone is eligible to receive disability benefits and how much.
In some cases, they’ll be pulled out when determining compensation for an
injury or death that occurred as the result of someone else’s actions.

MT work is interesting, intellectually challenging, and a whole lot harder than
people who've never done it can imagine. Many people spend good money on
MT training, only to find that they don’t like doing medical transcription, and
it doesn’t like them much either. Other people absolutely love it. The people
who love it tend to share certain personality traits. Top among them are

v Alove of language and a passion for learning

v The desire and ability to work independently and sometimes under
pressure

v A perfectionistic streak that makes attention to tiny details come naturally



