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Learn the skills you need to succeed in the modern
medical office! Medical Office Administration: A
Worktext, 5th Edition provides a clear, hands-on
approach to help you master the role and
responsibilities of the administrative medical
assistant. With a focus on exceptional patient
service, this easy-to-read text stresses
comprehension, application, and critical thinking to
ensure you are job-ready on Day 1. When used in
conjunction with SimChart® for the Medical Office,
Elsevier’s educational EHR (sold separately), you
will gain realistic experience with day-to-day tasks as
if you were in an actual office setting. This worktext
helps you develop the knowledge and skills you
need to think critically and respond confidently to the
challenges you’ll encounter on the job.
Approachable writing style uses a conversational
tone for easy understanding. Procedure checklists
outline the steps required to complete a full range of
administrative tasks. Patient-centered focus
highlights the importance of exceptional service as a
key component of every Medical Assisting
competency. Think About It feature encourages you
to apply your knowledge to realistic work situations
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and develop critical thinking. Chapter checkpoints
promote comprehension with questions following
sections of the text. Compliance tips provide focused
guidance on how to follow HIPAA mandates.
Learning resources on the Evolve website provide
extra practice, including chapter quizzes, a sample
certification exam, and interactive forms. NEW
content expands discussion of patient confidentiality,
healthcare data security, appointment scheduling,
procedure coding changes, job search strategies,
and more. UNIQUE! Correlation with NEW
SimChart® for the Medical Office (SCMO) exercises
simulates all aspects of the administrative functions
that make up the day-to-day practice of a medical
office. (SCMO sold separately.) NEW! Sample
practice examination on the Evolve website provides
effective preparation for certification.
This text helps students master the skills needed in
the front office of a physician practice, drawn from
the administrative material covered in the
comprehensive book Kinn's The Medical Assistant:
An Applied Learning Approach, 9th Edition,
complimenting its clinical counterpart Kinn's The
Clinical Medical Assistant. Building on Kinn's unique
approach of teaching skills within the medical
specialty context, this volume introduces a new
"applied learning" approach that focuses on the realworld context required to apply theory and skills from
the text to various case studies throughout the
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chapters. All chapters begin with a scenario
appropriate to the content, and contextual exercises
are incorporated throughout the chapter. "Student
Skills" chapters (Chapters 1 and 25) equip students
with skills for succeeding in the MA program and for
finding a job after they complete their course of
study. National curriculum competencies covered in
each chapter are listed in the chapter opener to help
students focus on what is required for certification
and familiarize them with the official language of the
curricula. Charting examples in all procedures cover
proper documentation in the patient record to ensure
accurate charting - extremely important to
communicating the proper information to a record
user and legally protecting the practice. Critical
Thinking Applications featured with a specific icon
appear periodically throughout a chapter and relate
to the chapter-opening scenario, challenging
students to use specific concepts to make decisions
about a "real-life" situation. Applied-learning
approach features a scenario at the beginning of
each chapter suited to that chapter's focus, which is
summarized at the chapter's end - centering on a
fictional MA who needs to make decisions and
address critical issues - to help students develop
sound critical thinking and decision-making skills.
Many new chapter features, including an all-new
interior design, tighter focus, new color palette, and
fresh icons enliven this edition and make information
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easy to follow. Increased emphasis on medical
terminology features a vocabulary spelling and
terminology review in the Student Study Guide and
bolded words within the chapter to reinforce medical
terminology in context. Figures have been revised,
replaced, and augmented to accurately reflect the
current medical office environment and provide
clearer graphics, more images of equipment, more
disease examples, and better illustration of key
procedural steps. Major websites related to the field
are provided to help MA students to find more
information online and stay current with business
news and medical industry developments.
Transdisciplinary themes are introduced in an
applied context - legal/ethical, communication,
professionalism, patient education, and office
management - woven throughout the chapters, in
scenarios, and in critical thinking applications. Two
new coding chapters (Chapters 15 & 16) separate
coding information into two distinct chapters for
increased focus on this essential administrative skill,
presenting sufficient background to get started in this
area. Revised organization more closely aligns the
book's progression with the AAMA and RMA
curricula, grouping topics together more logically.
Contextual exercises and applications are
incorporated throughout the chapters. Content has
been reworked and updated to provide more realworld emphasis.
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Begin a Work-at-Home Career with the Training and
Education You Need! Train at Home to Work at
Home This unique guide provides comprehensive
resources on more than 200 distance-learning
programs that can teach you 27 of the most popular
and profitable work-at-home careers. Distancelearning programs have exploded in the last few
years--courses are now available online, via e-mail,
via teleclass, through the mail, on audiotape, on
videotape, and even on CD-ROM. You can learn:
graphic design at UCLA professional writing at
Washington State University life coaching at CoachU
Web site design at Penn State financial planning at
University of Alabama interior design at the Art
Institute International medical transcription at the
Health Professions Institute and many more. Plus,
extensive resource lists (organizations, books, and
Web sites) complete each section. Full contact
information, tuition rates, and course descriptions
make comparisons and contrasts a breeze.
This best selling learning package uses a simulation
approach to provide students with a working
knowledge of the most common medical reports.
Reports transcribed include history and physical
examination, operative, pathology, radiology, and
discharge summary.
This full-color 8th Edition covers the administrative
and clinical skills medical assistants need to know to
carry out their duties. The 8th Edition integrates all of
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the topics and skills competencies required by the
American Association of Medical Assistants entrylevel Medical Assisting Curriculum. It features
chapter outlines and learning objectives as well as
lots of pertinent information such as personal
qulities, skills, responsibilities, types of patient
education, and legal and ethical isues. Also included
are real-life examples, quizzes and answers. A free
interactive CD-Rom ispackaged in the book.
Teaching users how to transcribe actual medical
dictation so that they can develop the selective
hearing skills and experience necessary to gain
competency as a medical transcriptionist, this guide
offers a unique combination of authentic physician
dictation by body systems, coordinated readings and
exercises by medical specialty, and supplementary
information vital to every medical transcriptionist.
Supports text with six hours of authentic physical
dictatio n—not synthetic studio recording; all dictation
are carefully selected for subject matter,
professionally edited to delete confidential identifying
information, and then sequenced in a way to
promote comprehension and encourage learning.
Groups tapes by medical specialty (i.e.,
dermatology, urology, gastroenterology, cardiology,
pulmonary medicine, endocrinology, orthopedics,
obstetrics and gynecology, otorhinolaryngology, and
radiology), with each dictation report offering the
best example of its type for vocabulary density,
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technical content, and other instructional criteria;
each report includes chart notes, letters, initial office
valuations, consultations, history and physical
examinations, discharge summaries, operative
reports, emergency department reports, procedure
notes, and diagnostic studies from each medical
specialty. Includes a CD-ROM containing all the
audio dictation along with on-screen audio controls
and a word processing unit, plus a medical transcript
central website. Fo r anyone in the medical
profession who wants to learn basic medical
transcription, including medical assistants and legal
transcription/court reporters.
A world list of books in the English language.
This innovative text uses a simulation approach to give
readers interested in healthcare documentation and
medical transcription careers a working knowledge of
medical reports common in both acute and chronic care
settings. Readers have access to transcription of 107
patient medical reports, including 56 new reports
exclusive to the Eighth Edition. This edition also features
20 new speech recognition technology/medical editing
(SRT) reports, as well as information on electronic health
records (EHRs), quality assurance (QA), and scribes to
keep readers up-to-date on the latest advances in the
field. Organized by body system, the text includes fullcolor anatomy and physiology illustrations to make
medical terminology easier to master. In addition, the
authors have included a review of proper formatting,
grammar, and style in accordance with the AHDI's
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BOOK OF STYLE, and a master glossary list compiles
key terms in one section for convenient study and quick
reference. Important Notice: Media content referenced
within the product description or the product text may not
be available in the ebook version.
A complete guide to insurance billing and coding,
Insurance Handbook for the Medical Office, 13th Edition
covers all the plans that are most commonly
encountered in clinics and physicians' offices. Its
emphasis on the role of the medical insurance specialist
includes areas such as diagnostic coding, procedural
coding, Medicare, HIPAA, and bill collection strategies.
Learning to fill in the claim form accurately is made
easier by the use of icons for different types of payers,
lists of key abbreviations, and numerous practice
exercises. This edition provides the latest on hot topics
such as ICD-10, healthcare reform, the new CMS-1500
form, and electronic claims. Trusted for more than 30
years, this proven reference from Marilyn Fordney
prepares you to succeed as a medical insurance
professional in any outpatient setting. Emphasis on the
business of running a medical office highlights the
importance of the medical insurance specialist in filing
clean claims, solving problems, and collecting overdue
payments.Key terms and key abbreviations are defined
and emphasized, reinforcing your understanding of new
concepts and terminology.Detailed tables, boxes, and
illustrations call out key points and main ideas.Unique!
Color-coded icons clarify information, rules, and
regulations for different payers.An Evolve companion
website enhances learning with performance checklists,
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self-assessment quizzes, and the Student Software
Challenge featuring cases for different payer types and
an interactive CMS-1500 form to fill in.A workbook
contains learning tips, practice exercises for key terms
and abbreviations, review questions, study outlines,
performance objectives, a chapter with practice tests,
and critical thinking activities for hands-on experience
with real-world cases. Available separately. Updated
coverage of key health insurance topics includes HIPAA
compliance, the HITECH Act, health reform of 2010,
electronic health records, electronic claims, ICD-10,
NUCC standards, Physician Quality Reporting System
(PQRS) Incentive Program, Meaningful Use, and CPT
2013.Updated ICD-10 coding information prepares you
for the October 2014 ICD-10 implementation
date.Updated content on claim forms includes block-byblock explanations and examples for the new CMS-1500
Claim Form.Updated guidelines for the filing and
submission of electronic claims include sample
screenshots and prepare you for the future of the
medical office.
Saving Keystrokes will help medical transcriptionists
maximize their speed, productivity, and profits by
effective use of software programs called abbreviation
expanders, speedtyping software, and word completion
software. Written by a medical transcriptionist, this oneof-a-kind reference shows how to create expanders and
macros for use with this software. The book teaches
easy-to-learn techniques for developing accurate
expanders and expander lists for nearly everything a
medical transcriptionist types. Included are specific
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expander techniques for capitalization, punctuation,
symbols, headings, drugs, numbers, and phrases for
handling predictable and not-so-predictable dictators and
other chart details. Practice and test sections are
integrated throughout the book.
Here's the updated, expanded 2nd Edition of the popular
pocket guide that answers any questions of style, format,
spelling, punctuation, grammar, or number use. Features
correct and incorrect examples, rationales, and more.
Alphabetically organized for quick reference!
Written in a clear, engaging style, Plunkett’s Procedures
for the Medical Administrative Assistant, 5th Edition
provides instruction for all the essential office procedures
required by today's medical office administrative
assistants in Canada — whether they work in a medical
office, a complementary care office, or in a hospital
setting. It contains the most current information available
in the field, and specifically reflects health care in
Canada. Chapters address the diverse skills and
knowledge required by a medical office administrative
assistant, such as good communication, privacy,
customer service, stress management, medical
transcription, filing, appointment booking, physical and
virtual meetings, billing (ICD-10-CA), and more. This new
edition covers Electronic Medical Records (EMR), and
features an eye-catching new four colour design and a
new Evolve companion site with invaluable instructor and
student resources. Written in an accessible, clear,
engaging, and easy to understand style. Key terms,
learning objectives, end-of-chapter assignments, and
discussion questions throughout. Examples and
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exercises delve deeper into topic areas. Extensive
offering of working papers and templates allow for extra
practice on tasks and scenarios encountered in the
medical office environment. Quintessentially Canadian
content and viewpoint. Continuation of the beloved Dr.
Plunkett theme. NEW! Four Colour design with new art
programme better illustrates current concepts and
improves readability and visual appeal. UPDATED!
Expanded coverage of healthcare plans across Canada.
NEW! Coverage of Electronic Medical Records (EMR).
NEW! Evolve site including chapter review questions,
review questions, videos, forms and templates, audio
glossary, and more! UPDATED! Reflects contemporary
standards, technological tools, and terminology used in
day-to-day modern health care practice. NEW! New and
revised learning tools – including: learning objectives,
key terms, assignment boxes, tips, critical thinking
boxes, and Did You Know boxes. UPDATED! Reflects
current privacy legislation (PIPEDA) and changes to
provincial and territorial Freedom of Information acts.
NEW! Chapter order and comprehensive Table of
Contents.
Important Notice: Media content referenced within the
product description or the product text may not be
available in the ebook version.
This worktext has been completely updated to reflect the
medical transcription field of today. Every aspect of
transcription is addressed, with emphasis on proper
English grammar as it applies to medicine, formatting
and editing skills, use of supplemental materials, legal
issues, career opportunities, and equipment. All
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examples and review tests use actual medical dictation
illustrating the content and format of medical transcripts.
A reference section consists of perforated pages that
may be incorporated into the reader's personal
transcription notebook. Companion software has also
been added to provide additional "hands-on" practice
and experience.
This new edition brings learners more practical guidance
than ever before with more timed writings and more
keyboarding drill. Learners will work step-by-step through
basic keyboarding drills -- learning the keyboard, finger
placement, and letter, memo, and report formatting.
Every drill and timed writing incorporates medical terms
and phrases to introduce learners to medical
terminology. Using this text will help medical assisting
students gain speed on the keyboard. Supplements
Audiotape 0-7668-0957-9 Instructor's Manual
0-7668-0924-2
The 5th Edition of this popular text is designed to explain
and reinforce clinical skills required for on-the-job
performance in a medical office or clinic. It includes
updates of all OSHA and CLIA guidelines, immunization
schedules, the tubes injection system, information on
hepatitis B and AIDS, and the integration of patient
teaching skills throughout the text. It also contains stepby-step procedures and detailed illustrations that
enhance and facilitate student competency. Contains
biographical profiles of practising medical assistants All
new four colour art and design throughout. Offers up-todate information on the drugs most commonly used in
this field. Provides the most current information on
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chemical disinfectants and antiseptics. Features a
growth and development table for pediatric examinations
as well as a childhood disease table. Incorporates transdisciplinary themes, including legal/ethical issues and
patient education. Contains a new chapter on the
medical record. Includes completely revised chapters on
Sterilization & Disinfection and Phlebotomy offering the
newest techniques and discussions. Includes expanded
coverage of the diagnostic imaging procedures. Features
all-new, full-colour artwork throughout.
Foundations of Health Information Management, 5th
Edition is an absolute must for any student beginning a
career in HIM. By focusing on healthcare delivery
systems, electronic health records, and the processing,
maintenance, and analysis of health information, this
engaging, easy-to-understand text presents a realistic
and practical view of technology and trends in
healthcare. It readies you for the role of a Registered
Health Information Technician, who not only maintains
and secures accurate health documentation, but serves
as a healthcare analyst who translates data into useful,
quality information that can control costs and further
research. The fifth edition follows the CAHIIM 2018 HIM
Associate Degree curriculum competencies, preparing
you for the RHIT credentialing exam. EHR samples,
practice exercises, and new Bloom’s-level Competency
Milestone features help ensure mastery of all
competencies. Clear writing style and easy reading level
make reading and studying more time-efficient, and are
ideal for 2-year associate degree HIM programs and
career schools. Chapter learning objectives are tied to
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the CAHIIM curriculum competencies to allow instructors
to teach to the test ? and prepare you for success on the
credentialing exam. Professional Profile boxes highlight
key HIM professionals within chapter discussions.
SimChart and SimChart for the Medical Office EHR
samples demonstrate electronic medical records in use.
Career Tip boxes instruct you on a course of study and
work experience required for the position. Chapter
summaries and reviews allow for easy review of each
chapter’s main concepts. Full-color design and
illustrations make content more appealing and easier to
learn. Competency Check-In exercises at the end of
every main section in each chapter encourage you to
review and apply key concepts. UPDATED! Content
organized to follow CAHIIM 2018 HIM Associate Degree
curriculum competencies, allowing you to study content
that matches your credentialing exam. NEW! Updated
material fully addresses the newest curriculum
competencies with the most contemporary picture of the
health care landscape and job market. NEW! Cardinal
focus on electronic health record processes in both
ambulatory and acute care settings with new screens
and images. UPDATED! Revised Statistics and Data
Analytics chapter reinforces the role of the HIM
professional as a data analyst, and includes introductory
material on research methodologies. NEW! RHIT review
question engine with custom exam and timer
functionalities so you can study for the RHIT exam by
category, or create timed mock exams. EXPANDED!
Additional application exercises offer more opportunities
to strengthen your understanding. UNIQUE! New
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Bloom’s-level Competency Milestone features assure
instructors of your mastery of all competencies. NEW
and UPDATED! Expanded coding and reimbursement
content with hands-on exercises. NEW! Ethics Challenge
and Critical Thinking exercises assess your learning.
EXPANDED! Additional photos and images visually
demonstrate HIM concepts and real-life scenarios.
INSURANCE HANDBOOK FOR THE MEDICAL OFFICE
is a key text for medical administrative assisting, medical
front office programs, or those who wish to become
insurance billing specialists, claims assistance
professionals, or electronic claims processors for
physicians' practices and hospital outpatient clinics.
Those already practicing in this area will also find this
text beneficial, as will health claims examiner programs.
The goal of this extremely up-to-date text is to increase
efficiency and streamline administrative procedures for
the most exasperating aspect of the doctor's office
routine: insurance billing. This text offers guidance for all
aspects of submitting, tracing, appealing, and
transmitting claims for today's full range of health plans.
Important coverage of diagnostic coding, procedural
coding, office and insurance collection strategies,
Medicare, Managed Care, and more is presented.
Additionally, a free CD-ROM featuring the HCFA-1500
claim form is included with the book. The CD-ROM
contains 10 scored patient case studies with related
insurance information so that the student can practice
completing the HCFA-1500 claim form in a fun,
interactive format. This edition of the Fordney text is full
colour (and is the first text in this discipline to use this
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format). This full-color format will help the students
identify each insurance payer with a specific color and
icon, thus making the learning process more effective.
The text has been updated to reflect recent changes in
procedural coding for government programs and the
private sector. Also in this edition, the text has been
completely rewritten by the author to emphasize
procedural (CPT and HCPCS) and diagnostic
(ICD-9-CM) coding and documentation which are the
keystones to obtaining maximum reimbursement.
Preparing students for real-world practice, MACHINE
TRANSCRIPTION AND DICTATION, 6E provides an
abundance of practice for developing the listening, keying,
and formatting skills required to transcribe business
documents. It also helps students sharpen their business
English proficiency. English Skills Reviews and Applications
in each chapter emphasize grammar, capitalization, word
usage, spelling, and proofreading skills inherent within the
documents to be transcribed. Realistic documents represent
various fields of employment. Packaged with the textbook, a
Transcription CD includes all the dictation plus Express
Scribe and Windows Media Player software, enabling
students to use a foot pedal, mouse, or keypad to advance
through the documents. Important Notice: Media content
referenced within the product description or the product text
may not be available in the ebook version.
ADMINISTRATIVE MEDICAL ASSISTING, 7E, is the most
comprehensive learning package available for front-office
medical assisting, featuring step-by-step procedures for job
skills and the development of critical thinking through real-life
scenarios. This proven package includes in-depth coverage
of essential administrative competencies including
professional and career responsibilities, interpersonal
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communications, records management, written
communications, financial administration, and managing the
office. Updated to reflect the latest accreditation and
certification standards, this robust resource also features new
or updated content in every chapter, including the latest
requirements for skill competency, technology, insurance
regulations and health care reform, and legal compliance
essential for medical assistants to succeed as 21st-century
allied health professionals. Important Notice: Media content
referenced within the product description or the product text
may not be available in the ebook version.
A nationally recognized, best-selling reference work. An easyto-use, comprehensive encyclopediaÓ of today's occupations
& tomorrow's hiring trends. Describes in detail some 250
occupations -- covering about 104 million jobs, or 85% of all
jobs in the U.S. Each description discuses the nature of the
work; working conditions; employment; training, other
qualifications, & advancement; job outlook; earnings; related
occupations; & sources of additional information. Revised
every 2 years.
Master the fundamentals of medical transcription and meet
the challenges of the evolving medical transcription field with
Medical Transcription: Techniques and Procedures, 7th
Edition. Respected authority Marcy O. Diehl delivers proven,
practical training in the skills and technology essential to your
success, including proofreading, editing, speech recognition
technology, and more. This new edition also reflects an
increased emphasis on medical editing and other related
fields to keep you current with the changing medical
transcription profession and fully prepare you for your role in
health information management. Comprehensive coverage
and practical exercises demonstrate fundamental
editing/transcription concepts and boost your proficiency in:
Punctuation Capitalization Numbers Abbreviations and
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symbols Word endings Formation of plural forms Exercises
and helpful hints enhance your proofreading and editing skills
and help you prevent common errors. Extensive practice and
review exercises on Evolve reinforce your understanding and
give you the experience to confidently move into the
transcription workforce. New chapter highlights the
transcriptionist's emerging role as a medical editor and how it
impacts health information management and patient safety.
Take Note boxes provide quick access to key
editing/transcription tips. From the Field sections deliver
helpful insight from practicing medical transcriptionists.
Updated information familiarizes you with the latest medical
transcription equipment. Live transcription exercises help you
meet the Association for Healthcare Documentation Integrity
(ADHI)'s live transcription requirement and practice applying
your transcription skills to scenarios commonly encountered
in practice. Additional exercises test your ability to edit voice
recognition software-generated reports.
Gain the medical insurance skills you need to succeed in
today’s outpatient and inpatient settings! Fordney's Medical
Insurance and Billing, 16th Edition helps you master the
insurance billing specialist’s role and responsibilities in areas
such as diagnostic coding, procedural coding, billing, and
collection. Using clear, easy-to-understand explanations, this
book covers all types of insurance coverage commonly
encountered in hospitals, physicians’ offices, and clinics.
Step-by-step guidelines lead you through medical
documentation and administrative procedures. Written by
coding specialist and educator Linda M. Smith, this marketleading text is a complete guide to becoming an efficient
insurance billing specialist. Coverage of medical
documentation, diagnostic coding, and procedural coding
provides you with the foundation and skills needed to work in
a physician’s office as well as outpatient and inpatient
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settings. Coverage of the role and responsibilities of the
insurance billing specialist emphasizes advanced job
opportunities and certification. Step-by-step procedures detail
common responsibilities of the insurance billing specialist and
coder. Key terms and abbreviations are defined and
emphasized, reinforcing your understanding of new concepts
and terminology. Color-coded icons denote and clarify
information, rules, and regulations for each type of payer.
Privacy, Security, and HIPAA chapter and Compliance Alerts
throughout the book highlight important HIPAA compliance
issues and regulations. UNIQUE! Interactive UB-04 Form filler
on the Evolve website gives you additional practice with
inpatient electronic health records. NEW! Insights From The
Field includes short interviews with insurance billing
specialists who have experience in the field, providing a
snapshot of their career paths and offering advice to the new
student. NEW! Scenario boxes help you apply concepts to
real-world situations. NEW! Quick Review sections
summarize chapter content and also include review
questions. NEW! Discussion Points provide the opportunity
for students and instructors to participate in interesting and
open dialogues related to the chapter’s content. NEW!
Expanded Health Care Facility Billing chapters are revised to
provide the latest information impacting the insurance billing
specialist working in a variety of healthcare facility settings.
Career opportunities abound in medical transcription, & two
experienced independent medical transcriptionists share their
secrets of success in this third edition of their best-selling
reference book. This comprehensive manual includes
information about time-saving equipment, marketing tips,
software, voice recognition, Internet networking, professional
issues, education, resources & references. Tables show
standard regional billing rates & number of hours of daily
transcription needed to generate $80,000 a year in billings in
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order to make $40,000 net income.

Describes 250 occupations which cover approximately
107 million jobs.
This modular-based text builds competence for entrylevel medical transcription through scenario drills and a
building block format. It was conceived as a result of
classroom experiences with student frustration.
Simulations provide students the opportunity to gain
confidence and competence before they enter the
workplace. A free CD-ROM is included with the text. It
provides realistic experiences through actual
transcription exercises and personalized feedback from
an automated error analysis chart and production for pay
summary sheet. Students experience the real-world
accountability of earning a paycheck. Modular, building
block approach reinforces the students learning while
allowing flexibility Student driven approach makes the
book ideal in a distance or self- teaching environment.
CD ROM gives practice and immediate feedback
As the role of medical transcriptionists undergoes
significant changes arising from new and evolving
technology, refined skills are necessary to thrive in the
new environment. This practical text prepares
transcriptionists for the demands of their evolving role,
including proofreading, editing, and transcribing via
computer, while also addressing other equipment used in
the profession. Dictations contained on CD-ROM offer
realistic practice with diverse voice tones, accents and
speaking rates. Authentic medical transcription
documents illustrate formats for medical charts, history
and physical exams, operative, x-ray, pathology and
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other reports. Includes shortcuts for computer formatting!
Skill drills teach students to use references to verify
information and to become familiar with new and unusual
industry terms. Exercises and helpful hints encourage
students to practice proofreading and editing skills.
Grammar skills are demonstrated and practiced through
individual chapters to bolster fundamental knowledge of
punctuation, abbreviations, symbols, word endings and
more. Explanations of the latest HIPAA guidelines
regarding patient confidentiality, risk management and
medical records provide guidance on adhering to
regulations. Details on advances in speech recognition
technology and trends in transcription software, including
software for the sight-impaired, prepare students for
technology encountered in the workplace. Information
about the Certified Medical Transcriptionist (CMT) exam
and the new Registered Medical Transcriptionist (RMT)
exam, including possible future developments, is
included. Punctuation and Grammar Rule synopses are
located on the inside front and back covers for quick and
easy reference. Completely revised student CD-ROM
features chapter-specific quizzes, CMT exam
preparation materials, and "real life" transcription
exercises.
Here's how to transform your interest in popular health
topics such as gene hunters, medical trends, self-help,
nutrition, current issues, or pets into writing salable
feature articles for popular publications. Become a healthaware feature writer, journalist, editor, indexer,
abstractor, proofreader, information broker, book
packager, investigative reporter, pharmaceutical
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copywriter, or documentary video producer. Here are the
skills you'll need to transform your interest in popular
science into writing health and medical feature and filler
articles or columns for a wide variety of publications. For
those who always wanted to write or edit medical
publications, scripts, medical record histories, case
histories, or books, here's a guide with all the strategies
and techniques you'll need to become a medical writer,
journalist, or editor. Whether you're a medical language
specialist, transcriber, freelance writer, editor, indexer, or
want to be, you'll learn how to write and market highdemand feature articles for popular magazines on a
variety of popular science subjects from health, fitness,
and nutrition to DNA, pet issues, and self-help. You'll find
not only how-to techniques, but contacts for networking,
associations, and where to find the research. You don't
need science courses to write about popular science.
What you do need is dedication to writing, journalism, or
editing-freelance or staff. Feature articles and fillers are
wanted on popular health-related subjects for general
consumer, women's, men's, and niche magazines.
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