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Position the microphone

· Headset should be comfortable and worn same way each time
· Do not place the headset so the side that does not have an earphone sits over the ear (it hurts!)
· White dot on microphone faces the user; microphone can be flipped to be placed at left or right side of the mouth
· Microphone should be to side of mouth, about a two finger width from corner of mouth
New User Wizard [Create a New User Account]
1. Open Dragon NaturallySpeaking (if the New User Wizard does not automatically appear then click on the NaturallySpeaking drop-down from the DragonBar menu and select Manage Users and click the New button.)
2. Type user name

3. If the user is from India and has a strong accent then click the advanced button and select BestMatch Model III Indian. Otherwise, leave this as the default

4. Use the dropdown to change Vocabulary to the user specialty

5. Complete Volume and Sound Quality check screens

Although a passing score is listed as minimum of 15, a score of 19 to 27 will provide a much more usable model.  Higher scores are dependent upon the quality of the sound card.
6. At the text prompt choose Instructional Text
Tip: Pathologists and Radiologists should choose the instructional text for their respective specialty
7. The user is now prompted to “train” Dragon NaturallySpeaking by reading a series of screens. This process takes about five [5] minutes.
Tips:

a. Someone should watch the new user read the screens to insure that the reader says exactly what is on the screens.  Click Redo if you observe a user skipping or misreading any words (it is very natural to “anticipate” words, and to then misread them).  This will cause an inaccurate profile and require more correcting by the new user

b. As you read the on-screen text, it will convert from bold to regular font [much like a karaoke machine]

c. If Dragon NaturallySpeaking cannot understand a word or phrase you pronounce, it will stop and prompt you to start at that point by placing an arrow above the word

d. Talk like you normally do, or like you are reading a story

e. Make sure you do----not----put----unnatural----pauses----between----words; Dragon NaturallySpeaking does best learning words based on their context within phrases and weights them based on the frequency of occurrence

8. At the Adapt to Writing Style window, deselect E-mail and Document checkboxes

9. Select Skip this Step checkbox and click Next
If the user’s e-mail and documents are scanned as part of Dragon NaturallySpeaking training, many non-medical terms and phrases will be included skewing the applications out-of-the-box capability recognize words based on frequency of use.
10. Select Begin Dictating
11. Click Finish
Review Help Features
The following is intended to familiarize you with training resources available in the Dragon NaturallySpeaking application. You do not need to launch the tutorial if you are working with a live trainer. 
1. Select Help from the Dragon NaturallySpeaking dropdown menu
2. Demo Help>>Tutorials>>Getting Started to view the online tutorial
Set Dragon Options for Use in AHLTA
1. Go to Tools>>Options
Click Corrections tab

1. Uncheck “Automatically add words to vocabulary"

2. Check “Enable double-click to correct”

3. Click Apply
Click View tab

1. Set DragonBar position [Top or Bottom are recommended]

2. Set Auto-hide delay: to 4 seconds
3. Click Apply
Click Hot Keys tab
1. Click the Microphone button [by default the hot key for microphone on/off is the + sign on the numeric keypad]
2. Leave the default [+ on numeric keypad] for users with a desktop keyboard

3. Use a function key [F12, F11, etc] for laptop users with no numeric keypad or for left-handed users [F1 will be the easiest hot key for these users]
4. Click Apply
Click Data tab

1. Set Save Recorded dictation to Never
This replicates the process most providers use now—the dictation “recording” is deleted once the transcriptionist returns the dictation to the provider. Failure to set this to Never will soon fill your hard drive with .wav files.
2. Click Apply
Click Formatting tab

1. Deselect Abbreviations and Units of Measure checkboxes
2. Click Apply
Click Miscellaneous tab

1. Select Automatically save user files checkbox

This is necessary for Dragon to save the “training” you do during a session of documentation.
2. Make sure Microphone in sleep or standby box is deselected
The microphone is constantly running in the background when you have this selected and can negatively impact CPU processing time
3. Click Apply
4. Click OK
Begin Dictating

Tips:

· Turn off the NumLock key on your keyboard [if you do not, pressing the microphone on/off hotkey will type a plus sign in your document instead of turning on the microphone]

· Use the Dragon Tip Sheet [Appendix A]

· Review Navigation and Editting & Correcting Text and Punctuation sections of the Tip Sheet
· Focus on using the keypad to turn microphone off and on [quickest and most efficient method], using the New Line and New Paragraph voice commands, and verbally inserting punctuation

In the punctuation section, notice that Quotation is reduced to the voice command of Quote and Parentheses is spoken as Paren. This is not only to shorten the voice command, but is also done as the suffixes of these words, “ation” and “theses” are frequently used in medical terminology.
A provider can do any of the following during this initial training phase:
· Select a completed medical note to read into Dragon NS
· Dictate a sample note [make something up]. such as: 
“Eleven year old presents with mother for upper respiratory symptoms times two days. Mother reports patient has had a moderate fever of 102 degrees, persistent, dry nighttime cough, runny nose and watery eyes since returning home from a weekend camping trip.”

· Dictate a sample “normal exam” [this can then be made into a shortcut]
· Dictate an actual note [which can then be pasted to AHLTA].

To begin training, use the DragonPad word processor [or any word processor]. This is less threatening than immediately dictating into AHLTA, and provides you the opportunity to complete initial word recognition training of the application outside an actual patient record. 

1. Go to Tools>>DragonPad
2. Turn microphone on using keypad hotkey and begin dictating [remember to speak the punctuation].
The microphone has 3 states: On [vertically positioned and green], Off [horizontally positioned and red], and Asleep [leaning to the right and yellow].
3. Turn microphone off using keypad hotkey.

Correct Misrecognized Words
It is important to correct Dragon NaturallySpeaking when it misrecognizes a word. Once you correct it, you actually teach the program not to make the same error again and this is stored as part of your user profile.

1. Say Select or Correct <word or words> needing correction. A correction menu appears with numbered alternatives
Tip: You can also press the – key on the keyboard numeric keypad to open the correction box
2. If one of the alternatives is correct, say Choose and the number of that alternative

3. If none of the alternatives is correct, say Spell That and spell the correct word or words, saying the word space to identify a space between two words

4. Say OK
Tip: You can also indicate whether the word needs to be capitalized at the same time. Once you correct the word, while it is still selected, say Cap That
Add/Edit Custom Words and Phrases
Dragon NaturallySpeaking currently writes approved medical abbreviations when you say them. For example, it writes p.o. when you say p.o. To edit Dragon NaturallySpeaking to always write by mouth when you say p.o., use the Vocabulary Editor.

1. Say Start Vocabulary Editor or click Words>>View/Edit
2. Delete any versions of the word that are in the Vocabulary Editor [for example, po is in the Vocabulary as p.o., po, and p-o – you must delete all of these iterations.
3. Type the word you want to retrain in the Written Form box [for this example, type by mouth]
4. Type the word you want written in the Written Form: box [for this example, type by mouth]
5. Type <the abbreviation> you want to say when dictation [for this example, type po]
6. Click Add
7. Click Train
8. Click Go [the abbreviation text will appear in the box]

9. Speak the abbreviation [for this example, po]
10. Click Done
11. Close Vocabulary Editor
Create Shortcuts [also referred to as Commands and Macros]

You can select a line, paragraph or entire note and save it as a shortcut. The text can then be inserted in notes as a block of text. This is particularly helpful for normal exam findings, or standard assessment and plan that many providers currently type into the A/P Comments window in AHLTA. These can be created “on the fly” while you are dictating actual notes.

1. Select the desired text by saying Select <word> through <word>, or Select All if you are making the entire screen of displayed text into a shortcut, or use the mouse to select the desired text
2. Say Make that a shortcut
3. While the cursor is positioned in the MyCommand Name field, say the <name> you wish to give the shortcut (ex: normal ent exam)

Tip: When naming a shortcut, avoid using acronyms, or parentheses
4. Say or click Save 
or
1. Go to Tools>>Add New Command
2. Say or type a command name in the MyCommand Name field

3. Dictate or type desired shortcut text into the Contents window

4. Say or click Save
Now you can say the shortcut name and all the text associated with it will appear where your cursor is positioned. This is an efficient tool for normal exam dictation, standard plan and patient instruction information that goes into the A/P comments section of AHLTA, or for dictation attached to S/O MEDCIN terms or placed in Add Note.
Edit Shortcuts

1. Say Start Command Browser, or 
Go to Tools>>Command Browser
2. Say or click Script from the selection window

3. Select the script you wish to edit

4. Say or click Edit
5. Dictate or type into the Content window
6. Click Save
Set New Line to Begin with Capital Letter
1. Say Open Vocabulary Editor or go to Words>>View/Edit on the DragonBar

2. Select Words with spoken forms only from the Display dropdown list in the lower left hand corner of the screen.

3. Click New Line from the resulting list
4. Click the Properties button

5. Make sure the Use alternative written form checkbox is selected
6. Click the down arrow next to New Line
7. Select New line and capitalize next
8. Click OK
9. Click Close
10. Repeat steps 3-9 for Next Line
Additional Resources
· AMEDD AHLTA Homepage: https://www.uys.army.mil/suite/page/406 [AKO password required]

· Dragon NaturallySpeaking User’s Guide:  www.nuance.com
· Dragon NaturallySpeaking MHS Home page www.nuance.com/mhs
· Dragon NaturallySpeaking Text Macro Library [for use with AHLTA]:  www.usafp.org/Dragon-Macro-Library.html
Deskside Training

Contact Kae Ecklebarger at kae.ecklebarger@us.army.mil to arrange for one of our Madigan trainers to come and train you on how to use Dragon NaturallySpeaking with AHLTA. You can also leave a message at 253-982-9909.
Dragon NaturallySpeaking Dictation Tip Sheet
Appendix A
	What you say
	What it does
	What you say
	What it does

	NAVIGATION

	New Line
	Starts a new line
	Select <word or words>
	Highlights the <word or words>

	New Paragraph
	Starts a new paragraph
	Select again
	Selects same <word or words> again but in next instance in document

	Tab key
	Inserts a tab
	Insert before <word or words>
	Places cursor before word

	Go to beginning
	Moves cursor to beginning of document
	Insert after <word or words>
	Places cursor after word

	Go to end
	Moves cursor to end of document
	Select <word> through <word>
	Selects all words in the range indicated

	Scratch That
	Undoes last action
	Delete That
	Deletes last dictation

	Copy That
	Copies to the clipboard
	Paste That
	Pastes where the cursor is placed

	EDITTING & CORRECTING TEXT

	1. Select <word or words>

2. Choose <number> that appears to the left of the correct word, or 
	1. Select <word or words>

2. Spell That

3. Verbally spell the correct word

	PUNCTUATION

	Period
	.
	Open quote
	“

	Comma
	,
	Close quote
	“

	Colon
	:
	Open paren
	(

	Hyphen
	-
	Close paren
	)

	FORMATTING

	Bold that
	Makes text bold
	Cap <word> 
	Capitalizes first letter of <word>

	Italicize that
	Makes text italics
	Ex: Cap hot = Hot

	Underline that
	Underlines text
	All Cap <word>
	Capitalizes all letters of word

	Restore that
	Removes formatting
	Ex: All Cap hot = HOT

	Undo that
	Undoes last command
	<Number> period
	Create a numbered list

	CREATE CUSTOM SHORTCUT/COMMAND

	1. Select dictated <word or words>, or Say Select All
2. Say Make this a shortcut

3. Say or Type a Name for the the shortcut

4. Say or Click Save
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