Transcription Tips & Tricks
Make sure your transcriber is in good repair

Clean and service your transcriber regularly according to the owner's manual or have it serviced regularly at the dealer.  Having your machine(s) serviced around the time of your birthday or some other easily remembered annual event is a good way to ensure you don't forget to get the servicing done.

Make sure you are comfortably seated

You should always try to find the very best chair you, or your employer can reasonably afford.  If there are protests about the cost of a really good ergonomic chair (they can easily cost from US$ 399.00 to over US$1,000.00) remind your employer the cost involved if you do get work-related injuries caused by a poor chair.  The cost of you going on medical leave will be much more detrimental to your employer than the initial cost of good ergonomic furniture.  If you are a home-based transcriptionist, the same advice applies, buy the best ergonomically engineered furniture you can afford.  For the home-based worker it is a real necessity because if you can't transcribe, chances are you aren't earning any money.  Most home-based workers do not have any kind of health or income insurance to rely on so must ensure they continue to have the ability to produce work.  Following proper procedures to avoid work-related repetitive stress injury will ensure you have a long transcribing career

Try to keep your work environment quiet

Seasoned medical transcriptionists know how important it is to have their surroundings as quiet as possible.  No doubt this is sometimes impossible, either because you work from home and have small children to contend with or maybe you are in a busy transcription pool with people coming and going.  Fast, accurate transcription is most attainable when you can concentrate on the dictated words and virtually nothing else.  While you are able to transcribe with ambient noise, speed and accuracy are almost always adversely affected.  If you are working in a transcription pool, make sure your supervisor keeps regular "office traffic" away from your area.  If your place of work does not have rules about a quiet zone for medical transcription, you may want to raise this idea with your supervisor or employer.  Everyone will benefit from you being able to do your work in peace and quiet.  If you work from home, you may find that doing work in the evening or through the night becomes the most productive time for you, if you can fit that kind of shift into your life.

Would You Please Repeat That - Slowly

Many physicians are so bad at dictating that you need some special techniques to understand exactly what they are saying.  If you find it very difficult to understand a particular dictator, try these approaches: If your transcriber has a "tone" adjustment, make sure it is set to make the dictator's voice sound "raw" - i.e., little or no bass.  Do the same if you have a "bass" control.  Removing as much bass as possible allows the words to be heard more clearly.  Unfortunately it may also accentuate any static on the tape.  Try adjusting the tape playback speed from very, very slow to fast.  Sometimes varying the speed of the tape transport will allow you to pick up on what is being said.  Try unplugging your headset and playing the tape out of the transcriber speaker, if there is one.  Try having someone else listen to the passage you are having trouble with (remembering confidentiality issues, of course).  Make a note where the unintelligible section is on the tape, using your tape counter, and come back later to see if being away from it for a while helps you to "listen anew." One or a combination of all these approaches will sometimes help.

No Guessing.

Avoid guessing about what you hear.  If the problem dictation involves drug names, drug dosages, patient-described symptoms, etc., guessing incorrectly could have life-threatening implications if your error goes through the health system unnoticed.  The safest, professional, and ethical approach is to leave a blank in the transcription, making sure to make a notification on the report about the area of dictation needing clarification by the dictating physician.  Of course, if there is a way to verify what is being said by contacting the actual dictating physician or his/her staff, this is the best, quickest and sometimes easiest way to handle questions about problem tape passages.

Telling It Like It Is

If the dictating physician is a chronically bad dictator, you will be doing yourself and other transcriptionists a favour by letting him/her know that they need to improve their technique.  One of the best cures for a chronically bad dictator is to return transcription with every questionable word or passage left blank.  By doing this regularly, you are indicating that the dictation is constantly poor.  If someone, including the bad dictator, tries to imply you just don't have the skill to perform their work, show them successful transcription you have done from other physicians who know how to dictate properly.  When all else fails, simply refuse to do their work if you are in a position to do so.  Self-employed transcriptionists will often drop a client rather than agonize constantly day-in, day-out, over what is being dictated.

Maximizing Keyboarding

One of the ways to ensure you are getting as much work done as possible is to make use of abbreviations.  If you are serious about making medical transcription from home a small-business, you really have to learn to use abbreviations to speed up your work.  Some word-processors have spelling features that allow you to use auto-correction when transcribing at your computer.  You can use this feature to expand words "on the fly." For instance, instead of having to always type "examination," you can instruct the speller to expand an abbreviation like "exn" to the word "examination." You can also purchase software specifically designed to abbreviate and expand words and phrases.  Some hospital or clinic dictation systems, unfortunately, make no allowance for using abbreviation software or features.

Get Rid of Rodents

Most professionals who use word-processing software avoid using their desktop mouse like the plague.  Taking your fingers from the keyboard slows you down, so if you want to really churn out the work you must learn keyboard shortcuts for as many actions as possible.  Most word-processors give a keyboard equivalent for an action you point to with your mouse, especially on main menu items.

Using shortcut keys in Windows

Learning the shortcut keystrokes for Windows (see table below) will help you perform general program actions faster.  Many of the Windows commands are common to most windows programs.  If you are currently using word-processor specific commands that correspond to the commands below, you may want to consider changing your word-processor preferences to match these common shortcut keys.

	To 
	Press 
	
	To 
	Press 

	Activate the menu bar in programs 
	F10
	
	Current window's system menu 
	ALT+Spacebar

	Carry out the corresponding command on the menu 
	ALT+underlined letter in menu 
	
	Shortcut menu for selected item 
	SHIFT+F10

	Close current window 
	CTRL+F4
	
	Display the Start menu 
	CTRL+ESC

	Close current window or quit 
	ALT+F4
	
	System menu for MDI programs 
	ALT+HYPHEN

	Copy 
	CTRL+C
	
	Paste 
	CTRL+V

	Cut 
	CTRL+X
	
	Switch to another window by holding down ALT while repeatedly pressing TAB
	ALT+TAB

	Delete 
	DELETE
	
	Undo 
	CTRL+Z

	Help on selected dialog box item 
	F1
	
	
	


Transcribing Homonyms and similar-sounding words

You should be aware of homonyms and similar-sounding words and listen for them carefully.  The person dictating these words may not always say them clearly (or use them properly) and if you are not paying attention, you may transcribe the word incorrectly.  Here are just a few words of which you should be aware: 

	accede:
stick to agreement

exceed:
surpass
	accept: 
receive

except: 
exclude
	adapt: 
adjust

adept: 
proficient

	adverse:
opposed

averse: 
not interested
	affect: 
change, influence

effect: 
 (v) to bring about


 (n) result, impression
	all right: 
all right

alright: 
outdated usage

	allude: refer to indirectly

elude: avoid
	allusion: 
insinuation 

illusion: 
apparition
	already: 
previously 

all ready: 
everything prepared

	altar: 
place of worship

alter: 
to change
	appraise: 
value

apprise: 
inform, notify
	assistants: 
helpers 

assistance: 
help

	capital: 
seat of government; money

capitol: 
building where legislative body meets
	cease: 
stop 

seize: 
apprehend
	cite: 
speak of 

sight: 
vision 

site: 
location 

	complement: 
collection 

compliment: 
praise
	continual: 
happens frequently in time: close succession

continuous: uninterrupted
	council: 
praise 

consul: 
ambassador 

console: 
comfort 

counsel: 
advice

	descent: 
decline 

dissent: 
disagree 
	disapprove:  condemn 

disprove: 
discredit 
	elicit: 
extract 

illicit: 
illegal

	eligible: 
qualified 

illegible: 
indecipherable
	emigration: 
moving from a country 

immigration: moving to a country
	eminent: 
outstanding, revered

imminent: 
threatening to happen soon

	farther: 
forward 

further: 
additionally
	floe: 
large sheet of floating ice 

flow: 
move, run freely, circulate 
	formally: 
in a dignified way 

formerly: 
previously

	imply: 
speaker implies (suggests)

infer: 
hearer infers (perceives)
	incidence: 
occurrence 

incidents: 
situations
	lay: 
to set down, to place or put an item down

lie: 
to recline

	passed: 
go by 

past: 
earlier
	principal: 
first in authority; main participant; amount of a debt less interest

principle: 
basic truth or assumption
	pray: 
to ask for by prayer or supplication

prey: 
animal hunted or caught for food; victim

	residence: 
dwelling 

residents: 
occupants
	right: 
correct 

rite: 
ceremony 

wright: 
worker 

write: 
compose
	their: 
posessive form of “them” 

they're: 
they are 

there: 
at that place 

	stationary: 
not moving: fixed

stationery:
writing material: letterhead, envelopes, etc.
	suit: 
a set of clothes; legal action

suite: 
number of items making up a set, series, or sequence
	waiver: 
the giving up of a claim

waver: 
to hesitate; also tremble or quaver

	through: 
 by way of 

threw: 
tossed
	whose: 
 of or relating to whom 

who's: 
who is
	your: 
of or relating to you 

you're: 
 you are
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