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WRMC/MAMC MAPS Training Checklist v3
[Grayed items may have already been set during the software ‘push’]

	
	Provide AHLTA Hotline numbers
	253-552-0651 [pager]; 253-381-1349 [cell]

	
	Demo VMC Website
	https://vmc.amedd.army.mil 

	
	Load Army Ranks and MHS Terms to student’s desktop from VMC
	Click on Trainers tab
Click mhs_terms.txt to open
Click File>>Save As and place on user’s Desktop or in My Documents
Click ranks_us_army.txt to open 
Click File>>Save As and place on user’s Desktop or in My Documents

	
	Save Macros to student’s desktop from VMC
	Click on Macros tab
Click Most Viewed Macros button
Click down-arrow to download selected macros to desktop
    [ie: Dragon Top 20 and As-U-Type Top 20, or Specialty macros]

	AHLTA Core Competencies & Resources

	
	Perform User Needs Assessment
	How do they currently document in AHLTA? [list or AIM templates, Add Note, do they do extensive free text in A/P Plan/Comments box, have them begin thinking of pt education and instruction that they may repeatedly document]

	
	Review  awareness of key AHLTA features 
	HH   Copy Forward   Dx Prompt   Order Sets   Favorites

	
	Load templates as necessary
	Load NHP-PC-Generic [note that the name includes single dashes between the words] a/o Usability AIM forms to AHTLA

	 Dragon Naturally Speaking v10 Training – Set Up

	
	Sign for headset
	E-mail to Tim Wance

	
	Plug in microphone
	For Fujitsu tablets, orange on left, pink ‘always right’; opposite on desktops

	
	Position the microphone
	About 2 fingers with from corner of mouth

	
	Open Dragon NaturallySpeaking
	Type User Name

	
	Change Vocabulary to user’s specialty
	Add additional Vocabularies [Base General-Large, additional clinical specialties for Residents]
Have user practice switching between vocabularies

	
	Volume and Sound Quality checks
	If microphone does not turn on, go to Control Panel>>Speech>>train profile

	
	Choose Instructional Text and Read the series of training screens
	Recommend Talking to Your Computer

	
	Adapt to Writing Style window
	Uncheck Email and Document checkboxes

	
	Select Begin Dictating and click Finish
	

	
	Tools>>Options
	Note: You do not need to click Apply on each tab – you only need to click OK at final screen.

	
		 Corrections tab
	Check Enable double-click to correct
Change Show no more than 9

	
		 View tab
	Set DragonBar position 
Set Auto-hide delay: to 5 seconds

	
	 Hotkeys tab
	Click Microphone On/Off button and press the key they want to set as their On/Off key [Pause/Break key recommended]

	
		 Data tab
	Set Save Recorded dictation to Never
Change Disk space reserved for playback: 100 MB

	
		 Commands tab
	Click Require “Click” to select hyperlinks in HTML windows
Click Natural Language Commands and turn off Corel and Ppt

	
		 Dictation Box tab
	Select Keep transferred text in clipboard when the Dictation box is closed
Click OK

	
	Tools>>Formatting
	

	
	 General tab
	Change Date format MM/DD/YY 
Select Insert two spaces after period 
Select Number, if greater than or equal to 0

	
	 Numbers, Units and Dates tab
	 Select Rewrite “cc” after a number as “ml” 
Select Use Roman Numerals for Diabetes Dx

	
	 Abbreviations tab
	 Select desired abbreviations
Click OK

	
	Import MHS Words
	Words>>Import [MHS Terms and Army Ranks]

	Begin Dictating [there are sample dictation narratives in MAPS Lesson Plan doc]

	
	Demonstrate DragonPad 
a/o Dictation Box
	Tools>>DragonPad 
Tools>>Dictation Box

	
	Correct Misrecognized Words
	Double click or say Select <word or words> and then [ex] Choose 1, or say Spell That.   NEVER TYPE OVER MISRECOGNIZED WORDS!!

	
	Add/Edit Custom Words and Phrases
	Words>>View/Edit or Words>>New to manually add and train new words

	
	Create Shortcuts
	Tools>>Command Browser [or Add Command] 

	
	Edit Shortcuts
	Tools>>Command Browser>> defaults to User Files. Double-click to Edit.

	
	Import Macros
	Command Browser>>Import from folder on their desktop [Top 20 .dat files, Ortho]

	Create Dragon Macros

	
	Create a Text and Graphics Macro
	Tool>>Add New Command

	
	MyCommand Name
	Dictate Command Name [this also trains the software]

	
	Group
	Designate Group Name (optional)

	
	Command Type drop down
	Select Text and Graphics

	
	Content
	Dictate or paste contents>>Click Save

	Create Dragon Macro with variable [ follow steps above to Create Dragon Macros with following added steps…]

	
	In Contents screen
	Position cursor where you want the Variable inserted.
Click Variable button.
 <Default Value> will appear where text will go—type in the name of the prompt you want to appear in the window.  
Say Next Field to navigate through variable macros.
Say Clear Variable Delimiters to accept default variables and remove all brackets.

	Export/Import  Dragon Macros

	
	Open Command Browser
	Tools>>Command Browser

	
	Select Macros
	Use Click+Shift or Click+Ctrl key combinations to select multiple macros>>R-click and select Export 


Optional		
	
	Export a Profile
	Dragon>>Manage Users

	
	
	Advanced>>Export

	
	
	Select Location

	
	Import a Profile
	Dragon>>Open User

	
	
	Select Browse

	
	
	Select Location

	
	
	Select Source [microphone]

	As U Type

	
	Deselect checkboxes for Speller
	Optional based on user preferences

	
	Make the Shortcut Lists editor the default As-U-Type screen 
	R-Click As-U-Type icon in System Tray and click Options
In the Left click the icon will: dropdown field, select Activate the Shortcut Lists editor

	
	Import words from MAPS file on desktop
	Load>>Select>>Open

	
	Use Shortcuts in AHLTA or other documents
	Type the Hot Text and Press the Space Bar.

	Create As U Type Shortcuts

	
	Click the Asutype icon in the task bar
	Click on Expander. Click Shortcut Lists. Create new tab [optional].

	
	Enter a hot text in “hot text” box
	Start with [help user decide on a naming convention and initial character for hot text commands [ ie: . * or ` -- as a few examples]

	
	Content
	Type, dictate or paste text into content field. Click>>Add>>Save>>OK

	Create As U Type Shortcuts with Variables

	
	Content
	In contents type <ASK: type prompt dialog here> (max 24 characters) where variable will go.
Click Add>>Save>>OK when done.

	Export/Import As U Type Shortcuts [this will Export all shortcuts in the User tab or selected custom tab]

	
	Open As U Type Expander
	Select Shortcut Lists>>Export [by default the .txt file will Export to c:\Program Files\Fanix\Asutype
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