Fage 1 of 1
Reviewing this document

In order to see all of the pages of information contained in this information document,
be sure the tab, at the top of the document, is clicked in the on position. To the left
you should see a column with the list of information documents listed by subject. To
open each information document, click on the document in the column to the left.
Once the page loads, be sure to scroll through the whole document as it may contain
several pages.

This information document will help answer many questions you may have so it is
important to start with the Cover page and read through each document. Make notes
as you go along.

Start by clicking on: Cover page and continue to work through each page.

G) Cover sheet Packagel .pdf L] Options ~

»

coverpage.pdf

T 18/07/2610 9:15:47 PM

== 26 KB

Fage I of 1
.. 1. Jump start a new career.
! | 18/07/2010 9:16:59 PM

== 24 KB

Reviewing this document

Im order fo see all of the pages of information contained in this information document,
be sure the tab, at the top of the document, is clicked in the on postion. To the lsft
you should see a column with the list of infarmation documents listed by subject. To
op=n each information document, click on the document in the column o the |ef.
Once the page loads. be sure to scroll through the whole document as it may contain
several pages.

m

2. Program Summary.pdf
h_| 18/07/2010 8:17:12 PM
==/ 45 KB

This information document will help answer many guestions you may have so it is
important to start with the Cover page and read through each document. Make notes

3. Career Potential. pdf go along.

™ 18/07/2010 9:17:26 PM

=14 KB

pull scrall bar up and
down to see more
documents

fy clicking on: Cover page and confinue to work through each page.

4, Admission Requiremnent

B 18/07/2010 9:17:45 PM

== 150 KB

be sure to use scroll bar to see
all pages of each document

5. Prerequisite Information

Eﬂ= 18/07/2010 9:18:03 PM i
Shiobe| 5 1n
4| e | +





ADVANCED MEDICAL TRANSCRIPTION PROGRAM

School of Health and Human Services

Selkirk College, Trail Campus,900 Helena Street, Trail, BC V1R 4S6 250 364 5774

Advanced Medical Transcription

Are you ready to jump-start a new career where medical transcriptionists are in
high demand in a variety of areas in the medical field, a challenging career where
you will be a valued part of a team? If you enjoy daily challenges and are
interested in working with new technology, then this program is for you. The
Selkirk College medical transcription program is specifically designed to equip
graduates with the skills necessary to meet the needs of the medical community

for medical transcriptionists.

All courses in our medical transcription program are competency outcomes
based and provide an environment and curriculum specifically designed to equip
students for the real work environment in medical transcription.

All prerequisites and all medical transcription courses are offered online and may

be taken through distance education
with part-time and full-time schedules
available. Students may choose to work
on the medical transcription courses on
site or off site.

Students work closely experienced
medical transcription course instructors
along with other students even though
they may not have a physical presence
in the classroom. Working as a distance
education student enables
independence in choosing individual
work environments. To achieve
success, a student choosing to do the
medical transcription courses through
distance education should be highly
motivated and proficient in computer
skills including file management,
downloading and uploading files, MS
Word, email and internet browsing.

In our medical transcription courses,
students transcribe *authentic dictation
and learn to produce mailable medical
documents following industry standard
guidelines. The goal of this certificate
program is to enable graduates to make
the transition to the workplace with
ease.

What is *authentic dictation? This is an extremely
important aspect when considering your education to
become a medical transcriptionist. *Authentic
dictation is more than just hiring an actor or doctor
to dictate scripted medical reports for students to
practice transcribing.*Authentic means that the
dictation is "real”. It was dictated by the medical
doctor at the time, or shortly after patient contact
under real situations and conditions. This dictation
has been transcribed by a medical transcriptionist
with the completed document placed on the patient
record. Our college has been given permission to use
this authentic dictation, which has been edited (all
patient identifying factors deleted) to use for
training. Only authentic dictation is used our
program. Students gain experience transcribing a
variety of dictation dictated by doctors who have
challenging accents with varying dictation styles.

Many schools/programs claim their dictation is
authentic when it is not so be sure to ask the right
questions. Re-dictated dictation is not authentic.

Your education costs in both time and money so be
sure to choose your education provider wisely.
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Selkirk College is a fully accredited government post
N Secondary institution which means when you graduate you
[\ will receive a college certificate!
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Please view the frequently asked questions

http://selkirk.ca/programs/hhs/health/amt/faq/
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Instructors

Christette Cromarty, RMT
Initial Interviewing Instructor
250.364.5774

email: amt@selkirk.ca

Esther Storvold, Instructor
Admissions
1.888.953.1133 ext 425

email: distanceadmissions@selkirk.ca

Financial Aid

email: financial aid@selkirk.ca

Page 1 of 1



mailto:amt@selkirk.ca1

mailto:distanceadmissions@selkirk.ca

mailto:financial_aid@selkirk.ca



		Instructors

		Admissions

		Financial Aid




ADVANCED MEDICAL TRANSCRIPTION PROGRAM

School of Health and Human Services
Selkirk College, Trail Campus,900 Helena Street, Trail, BC V1R 4S6 250 364 5774

Checklist

O You may take the program full time or part time, on site or distance. Choose

a a o A

the one you want:
3 Full-time (minimum of 30 hours per week)
3 Part-time (minimum of 15 hours per week)

Review the prerequisites. Make a list of the courses you need and which
courses you have completed. Refer to the document on the left: BC
Campus online courses

Review the frequently asked questions regarding the medical transcription
courses.

Even though you may not have all the prerequisite courses, if you are
planning on taking the Advanced Medical Transcription Program, early
registration into the program is recommended.

Even though you have completed or are in the process of completing the
prerequisites, a separate application must be made for the Advanced
Medical Transcription Program. By submitting your application, a file will be
opened. Admissions will then send you a letter indicating that your file has
been opened and advising you what is needed on your file for it to be
complete. Student selection is done on first come, first served for those
students who have their files complete. A complete file is one in which all
prerequisites have been or are in the process of being completed before the
start date of the next intake. The AMT Program has two intakes, September
and January of each year.

Reqister with Admissions for your prerequisite course(s).
Reqister with Admissions for the Advanced Medical Transcription Program.
Submit to Admissions all required documentation for your file.

Keep Admissions posted of your progress on your prerequisite courses so
that your file will be updated.

If you are registering for prerequisites through BC Campus, you will be
notified through an email from BC Campus who your instructor will be and
this email will include the start and end dates of the course. You can
register for these courses through the Selkirk Admissions:
distanceadmissions@selkirk.ca
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O

There is certain equipment that you will need for online learning. If you are
arranging internet access for the first time, tell your internet provider that
you are a student and you may receive a better rate. You need an internet
connection to access program information and you need an e-mail address
so that you can communicate with your instructor and send in assignments
as attachments for marking. Review the Equipment and supplies list. We
recommend students create a separate email address for school.

Advise admissions of your status and/or change of status whenever it
changes to ensure you receive correspondence:
distanceadmissions@selkirk.ca

Other information

0

Regardless of your start date, all medical transcription courses must be
finished one week ahead of the last scheduled semester date in May each
year. Courses cannot be carried through the summer months. Courses not
completed by the end of May will be given a "DNW" "did not withdraw"
grade. To continue in the program, you will need to re-register (and pay
again) for the course. Be sure to read the college and program policies
regarding registration.

Once entering the Advanced Medical Transcription Program, all required

courses for graduation must be successfully completed no later than two
academic school years or four semesters from your start date.
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Employer feedback and student testimonials

http://selkirk.ca/programs/hhs/health/amt/studenttestimonials/
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Program Summary

Study to become a medical transcriptionist through online training in our School
of Health and Human Services Advanced Medical Transcription (AMT) Program.

Selkirk College, located in Trail, British Columbia, Canada, is a fully accredited
government post secondary institution which means when you graduate you
receive a college certificate!

Intakes are September and January of each year

All medical transcription courses are offered online and may be taken through
distance education.

Program Objectives

The goal of our certificate medical transcription program is to enable graduates to
make the transition to the workplace with ease. The AMT Program uses only
*authentic dictation from an acute care hospital. Students will gain valuable
experience transcribing various report types dictated by doctors who have
challenging accents with varying dictation styles.

Students learn how to produce mailable medical documents. To achieve this,
students will learn how to apply medical transcription rules to documents
including using correct form and format with accurate within specified timeframes
meeting industry standards.

Part-Time Students

Students may choose to take the medical transcription program on a part-time
basis; however, to receive a certificate, all courses for the medical transcription
program must be successfully completed within two academic school years
(maximum four semesters) from the student program start date.

Distance Education

All prerequisites and all medical transcription courses are offered online and may
be taken through distance education with part-time and full-time schedules
available. Students may choose to work on the medical transcription courses on
site or off site. Even though students may choose to work on the program off site
and do not have a physical presence in the classroom, students work closely with
the medical transcription program instructors and other students. Working as a
distance education student enables independence in choosing individual work
environments.
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To achieve success, a student choosing to complete the AMT program by
distance education should be highly motivated and proficient in computer skills
including the use of software pertaining to the following: the student’s computer
operating system, file management, downloading and uploading documents, MS
Word, use of an email program and familiarity with browsing the internet. See
Admission Requirements document.

Distance education students are required to provide their own equipment and
work station. This includes the following: establishing an Internet connection with
an e-mail account, MS Office (MS Word 2007 or higher) software, antivirus
software, WAV (transcription) pedal, stereo headphones, reference books and
school supplies. For a more complete list, see Equipment and supplies document
#9 to the left.

Important note: In order to minimize computer issues and due to the confidential
nature of the course material (students are working with *authentic dictation), we
strongly recommend online students purchase, or have available, their own
personal computer in which others do not have access.

*Authentic dictation means that it
is dictation dictated by the original
doctor at the time they have seen
the patient. Patient identifying
factors have been removed to
protect patient privacy.

'
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Career Potential

Graduates from our medical transcription program are qualified and have been
successful in competing for entry level jobs as medical transcriptionists in hospitals
and physicians’ offices. Graduates have also been successful in obtaining work for
online medical transcription companies, working from home, as online medical
transcriptionists. Some graduates have reported to work as medical transcription
editors reviewing and editing voice recognition documents.
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Admission Requirements

This document has 4 pages and contains basic information about the prerequisites so be sure
to read through all pages. Further information regarding each course and how to register is
contained in the next two documents located on the left: 5. Prerequisite Information and 6. BC
Campus online courses. (See picture below)

1. First, review all the information in this document.

2. On the left review: 5. Prerequisite Information.

3. On the left review: 6. BC Campus online courses. This document contains a form for
you to complete with a list of the prerequisites. Print the form and come back and
review this document (4. Admission Requirements) along with 5. Prerequisite
Information.
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Note: All prerequisite courses are offered online through BC Campus. You will need access to
a computer, the Internet and an e-mail address. For information on how to find online courses,
click on the document to the left: 6. BC Campus online courses.

The following is the list of prerequisite requirements for entrance into the Advanced
Medical Transcription Program:
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School of Health and Human Services
Selkirk College, Trail Campus,900 Helena Street, Trail, BC V1R 4S6 250 364 5774

1. A graduate of a BC Senior Secondary school or equivalent.

2. Computer skills: It is important to have strong and confident computer skills. The
following is the minimum requirement:

v

Introduction to computers and the internet. (If you feel you are weak in this area,
this course is offered online through BC Campus.)

Word processing | (using MS Word 2007 or higher). (If you feel you are weak in
this area, this course is offered online through BC Campus.)

Word processing Il (using MS Word 2007 or higher). (If you feel you are weak in
this area, this course is offered online through BC Campus.)

Note: Microsoft does offer a student discount for MS Office 2010 and Microsoft
Windows 7 (Disclaimer: other than directing students to review the following web
site, Selkirk College is not responsible for any transactions or computer issues
that may take place with Microsoft or their products:
http://www.microsoft.com/student/discounts/theultimatesteal-
ca/default.aspx?wt.srch=1

3. Keyboarding: minimum entrance keyboarding speed of 50 nwpm (net words per
minute). For entrance into the AMT Program, students must provide proof of their
keyboarding speed by one of the following:

1. If you have the minimum typing speed of 50 nwpm already on a transcript,
submit the transcript to Admissions.

2. Through Selkirk College using AssessTyping. This service is provided at no
cost to Selkirk College registered students. The test may be taken on site or
online (distance). Testing requires an invigilator. For further information and
registration contact: pvoykin@selkirk.ca. Be sure to request results be sent to
Admissions.

3. Have your local college test you: Submit for your Selkirk College file, three
5-minute timed writings with a minimum average typing speed of 50 net words
per minute. To calculate the net words per minute take the number of words,
divide by five which equals the gross words per minute. Take the number of
errors and multiply errors times two and minus this number from the gross
words per minute to equal net words per minute. Submit the results to
Admissions.

4. Employment agency invigilated typing test: Submit for your Selkirk College file,

three 5-minute timed writings with a minimum average of 50 net words per
minute. To calculate the net words per minute take the number of words, divide
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by five which equals the gross words per minute. Take the number of errors
and multiply times two and minus this number from the gross words per minute
to equal net words per minute. Submit the results to Admissions.

5. Alternatively, if you do not have proof of a typing speed of 50 net words per
minute, enroll in an online BC Campus keyboarding course; review the steps in
the document to the left: BC Campus online courses. Once you have selected
the course you want to enroll in, write the course start and end date information
down along with the course name. You will need this information when you
register. If you haven'’t taken a BC Campus course, you will need to enroll in:

Online Learner Success (OLS): This free 15-hour course is a prerequisite to all
courses offered by BC Campus. Completion of this course is required before
starting other BC Campus courses. The focus of this course is to familiarize
students with the features of the online platform D2L (Desire 2 Learn) in which
BC Campus courses are offered. To enroll in an online BC Campus Online
Learner Success course, review the steps in the document to the left: BC
Campus online courses. Review and select the intake date you are interested
in. Add this information to your list of courses you will be registering for.

Of Note: The graduation requirement for the AMT Program requires
documentation providing proof a keyboarding speed of a minimum of 60 net
words per minute.

v Remember: OLS: Online Learner Success is a prerequisite to
all courses taken through BC Campus.

4. Medical Terminology I, Il and Ill: Prerequisites offered through BC Campus. To find the
intake dates, follow the instructions in the document to the left: BC Campus online
courses.

a. MTAT 140: Medical Terminology |
b. MTAT 141: Medical Terminology Il
c. MTAT 142: Medical Terminology IlI

5. CPT Testing: http://selkirk.ca/services/sas/assessmentservices/

6. General Selkirk College admissions requirements:
http://selkirk.ca/students/admissions/admission-requirements/

If your grammar and punctuation skill level is weak, we strongly recommend upgrading your
skills by enrolling in a Business English course. Business English focuses on correct English
usage in a business environment and provides a comprehensive review of grammar,
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punctuation, style, business spelling and vocabulary. The course materials are presented in
small, easily managed learning segments. Follow the information above to review course
outline and intake dates offered through BC Campus.

Continue reviewing all the pages of this pdf document. If, after you have reviewed all the
information in this pdf document, you need help, write down all your questions and please
feel free to contact the instructor direct line of 250.364.5774 or send an email to
amt@selkirk.ca. One of the AMT instructors will be happy to provide some guidance. Please
note, instructors are not available July and August. Distanceadmissions@selkirk.ca may be

able to help you during this time.
A—
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This section contains descriptions of the prerequisite courses and other skills
needed for entrance into the Advanced Medical Transcription Program

Computer skills

Think about your overall computer skill level. If you are planning on completing the
Advanced Medical Transcription (AMT) Program through distance education, to avoid
frustration and confusion, it is important that you are proficient in all of the required
computer skills, and you must be capable of troubleshooting computer problems. We
strongly recommend that you have access to a computer technician to help problem
solve. If you are not sure or constantly experience computer problems, which may
lead to frustration and be extremely time consuming, then we strongly recommend
working on the AMT Program on site at the Trail Campus.

Computer problems can take hours and hours of valuable time away from your
studies. Computer issues are one of the biggest complaints experienced by online
students. There are many factors that can affect your computer’s performance. If you
have an older computer and software, you may want to consider upgrading your
computer software and/or purchasing a new computer system. In order to
successfully complete the course requirements, be sure your computer has enough
memory or RAM.

The AMT Program course material uses only authentic dictation which is of a
confidential nature. To preserve the confidentiality and patient’s right to privacy, we
strongly recommend using a separate computer for school work use only. Also, by
providing or allowing access to your computer by other people, they may
inadvertently download and install something that could block access to program
material. Even the type of software installed on your computer can block access.
Previously installed antivirus or spyware may block course material. You must be
proficient and comfortable with editing the settings to allow course material access.
Computer games can slow down the overall speed of your computer, so it is best to
not have these programs installed on the computer that you use for school. If you
tend to panic or are unsure about how to fix these types of situations, then working
on site at the Trail Campus would be your best choice.

To sum up: If you choose to work on the program off site, you must be
knowledgeable and be proficient enough to be able to work through computer
hardware and software problems. The instructors are not available to troubleshoot
computer issues. The instructors are well versed in medical transcription and are not
computer technicians. If you choose to take courses off site and do not feel
comfortable with your skill level, there are courses available to enhance your
knowledge and skill level. Please visit BC Campus website for these course
offerings. See link at the bottom of this document.

v Word processing skills

Students must provide proof of their word processing skills either by providing a
college transcript which indicates formal training in MS Word 2007 or higher, or by

Page 1 of 3





ADVANCED MEDICAL TRANSCRIPTION PROGRAM

School of Health and Human Services
Selkirk College, Trail Campus,900 Helena Street, Trail, BC V1R 4S6 250 364 5774

submitting a resume which indicates a minimum of one year word processing
experience, including duties performed, in which MS Word 2007 or higher was the
primary word processor used. Students must be comfortable with their word
processing skills which must include proficiency in performing the following tasks:

=>» creating headers and footers

=>» formatting documents including bolding, underlining, etc.
=> filing documents, creating folders, renaming documents
=>» superscript and subscript

=> spell checking

=> creating basic macros

=>» using autotext and autocorrect

=> creating numbered lists

=>» using the ruler for tab and margin settings

=> template use

For available course dates, follow the instructions found in the document to the
left: BC Campus online courses. Once you have decided on the courses and
start dates, you will need to register for courses. It is important that you know the
courses and start dates before contacting distanceadmissions@selkirk.ca

v" Operating system

Students must be proficient and comfortable with the Windows based operating
system. If you are working off site and feel that you are not proficient or comfortable
with your computer operating system and internet browsing, then we recommend the
following course: Introduction to Computers and the Internet. You should feel
competent in the following tasks:

=>» Filing and file management, including
=>» Creating folders
= Renaming folders
= Retrieving documents
= Web browsing
= Downloading and uploading documents/programs

v" Email

You must have an email account with an email address. You must be proficient in
communicating by email including sending and receiving documents by email
attachment.

v" Business English (strongly recommended)
If your grammar and punctuation skills are weak, we strongly recommend upgrading
or enhancing your English skill level by completing a Business English course.
Business English focuses on correct English usage in a business environment and
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provides a comprehensive review of grammar, punctuation, and style, as well as
business spelling and vocabulary development. The course materials are presented
in small, easily manageable learning segments.

You are now ready to list the prerequisite courses you need. Click on the document
to the left: BC Campus online courses. There you will find a checklist and information
on how to access the online courses.

Remember, if you are not sure or need any help, after reviewing all the
information in this document, please don't hesitate to contact the AMT
Program instructor at 250.364.5774 or by email at amt@selkirk.ca.
Please note, instructors are not available July and August. Please
contact distanceadmissions@selkirk.ca during this time.

Note: Even though you may be registered for
prerequisite courses, that does not automatically
register you for the Advanced Medical
Transcription Program. You must submit a
separate application for the AMT Program
through distanceadmissions@selkirk.ca
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Steps for enrolling: This document contains 4 pages including a checklist of
information/courses required for entrance into the Advanced Medical Transcription Program.
Complete each section. Later in this document you will find information on how to find the
online prerequisite courses in BC Campus.

3 Application made to the Advanced Medical Transcription Program

A separate application must be made to the AMT Program. This application opens a file
for the student. As the student completes each prerequisite course, they contact
Admissions and the information is recorded on this file. The instructor will then review
the file, when all prerequisite courses are complete. The student is then considered for
entrance into the AMT Program on a first come, first served basis for those students
who have their files complete. Intakes are September and January of each year. To
apply: http://selkirk.ca/students/admissions/apply/

Date of application:

Full-time or part-time (this can be changed at the program start
date):

On site or off site (distance):

Other notations:

3 A graduate of a BC Senior Secondary school or equivalent: you will need to submit this
documentation to Admissions:

Date completed

Documentation sent to Admissions. Date:

Other notations:

BC Campus online courses: At the bottom of this document will be instructions for accessing
BC Campus and how to find each online course.

1. O Online Learner Success (OLS, required before taking BC Campus courses, free)
a. Course start date:
b. Course end date:
c. Documentation sent to Admissions. Date:
d. Other notations:
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2. O Introduction to computers and the internet
a. Course name:
b. Course start date:
c. Course end date:
d. Documentation sent to Admissions. Date:
e. Other notations:

3. O Word processing | (using MS Word 2007 or higher)
a. Course name:
b. Course start date:
c. Course end date:
d
e

Documentation sent to Admissions. Date:
Other notations:

4. O Word processing Il (using MS Word 2007 or higher)
Course name:

Course start date:

Course end date:

Documentation sent to Admissions. Date:
Other notations:

oo o

5. O Keyboarding: minimum typing speed of 50 net words per minute.
a. Course name:
b. Course start date:
c. Course end date:
d
e

Documentation sent to Admissions. Date:
Other notations:

6. O Medical Terminology |
a. Course start date:
b. Course end date:
c. Documentation sent to Admissions. Date:
d. Other notations:

7. O Medical Terminology Il
a. Course start date:
Course end date:

b.
c. Documentation sent to Admissions. Date:
d. Other notations:
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8. O Medical Terminology Il
a. Course start date:
b. Course end date:
c. Documentation sent to Admissions. Date:
d. Other notations:

9. O CPT Testing

Course start date:

Course end date:

Documentation sent to Admissions. Date:
Other notations:

coow

10. O Strongly recommended: Business English
Course name:

Course start date:

Course end date:

Documentation sent to Admissions. Date:
Other notations:

®oo o

How to access and find information for online courses through BC Campus

To find/enroll in an online BC Campus, first view course offerings. Click on the link in step a.
below which will take you to the BC Campus web:

a. https://portal.bccampus.ca/
b. Click on: Find Online Courses link located in the box on the left, then:
c. Follow the steps in the picture below:

Find Online Courses
Home
Course Finder is a directory listing over 2,000 online / distance courses that are currently available from BC's post-secondar
See Collaborative Programs tab for course details in Applied Business Technology (ABT — Office Administration, Legal, Med
Apply for Admission s . 8 ..
Courses | At institutions || By Start Date || Online Progams | Collaborative Programs || Advanced Search
= Find Online Courses ! ! : : !
Access ABT/NCIT Click on one ofthese programs to view course information.
Courses
{@} Applied Business Technology
_ ) 2. Click here second 1. Click here first
) Information Technology
Login
3. Scroll down through courses
Create an Account Search results for "Applied Business Technology " (showing 45 out of 48 courses)
Recover Course Name Course Code Hext Sta
Usermame/Password B Accounting! ABT 2010-Jan-04
Help B Accounting | ABT 2009-Dec-07
[p istrative Procedures ABT 20089-Dec-07
bf' Businezs Communication ABT 2010-Jan-04
st‘ Business English ABT 2009-MNov-02
[P Business Math and Calculators ABT 2009-Dct-28
E-f Computerized Accounting ABT 2009-Mov-02

d. Once you completed step 2, by clicking in the radio box for Applied Business
Technology, a list will appear as in the picture above. Be patient as it may take a
few seconds to load the list. Scroll down until you come to the course you are
interested in.
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e. To review all the course offering dates for that course:

1.

Clicking the arrow to the left, beside the course of your choice, will reveal the
course information.

2. Click on the intake of your choice
3.
4. Click on contact and scroll down to the college of your choice to register.

Click on Course Outline and books required

Once you have selected the course you want to enroll in, write the course name, and start and
end date information in the appropriate place in this document. You will need this information
when you register or if you have further questions: To register: distanceadmissions@selkirk.ca
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Required courses for graduation from the Advanced Medical Transcription
Program

http://selkirk.ca/programs/hhs/health/amt/details/courses/

Page 1 of 1



http://selkirk.ca/programs/hhs/health/amt/details/courses/
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Approximate Expenses: tuition, textbooks, equipment and supplies
Tuition

Total program tuition expenses are comprised of both College fees and Program Specific
Fees. For planning your stay at Selkirk College, it is advised that both of these be considered.
These figures represent College fees only. These figures are approximate only and
could change at any time. To the right, in the at a glance box click on Fees:
http://selkirk.ca/programs/hhs/health/amt/details/

Contact Admissions for up-to-date college and course fees
Admissions: web information

Contact the Bookshop for book fees

Textbooks

1. Language of Medicine, 9"

through BC Campus.

edition for the medical terminology prerequisite courses

2. Keyboarding textbook: Keep in mind that requirement for admission into the AMT
program requires a keyboarding speed of 50 net words per minute. A requirement for
graduation from the AMT Program requires a proof of keyboarding speed of a
minimum of 60 net words per minute. (This may require registering for the same
course more than once. If you need to take a keyboarding course to meet either the
entrance or exit keyboarding speed requirement, review the course book requirement
for the course you are enrolling in.

The following textbooks are required for all transcription courses so purchase is required
at the beginning of the program. Note: Do not purchase books until you have received an
official list from the instructor. Contact the Bookshop 1.888.953.1133 ext 281,
bkstr@selkirk.ca for the latest prices:

1. Drake, E. Sloane’s medical word book. (latest edition). Philadelphia: Saunders

2. Drake and Drake. Saunders pharmaceutical word and CD rom package. (latest
edition). St. Louis: Saunders

3. Sims, L. The book of style for medical transcription. (latest edition). Modesto: ahdi

4. Saunders, WB. Dorland’s illustrated medical dictionary with CD rom package. (latest
edition). Philadelphia: Saunders

5. Tessier, C. The surgical word book. (latest edition). St. Louis: Saunders

6. Jones, Shirley A. Pocket anatomy & physiology. (latest edition). Philadelphia:
F. A. Davis Company
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7. Required for MTAT 182 only: Drake, Keith A. The Medical Transcription Career
Handbook (2000), Prentice Hall Health

8. Recommend the purchase of a good grammar and punctuation book for
reference.

9. Equipment and Supplies: If you are planning on taking the program off campus you
will need equipment and supplies. Please review the document: Equipment and
supplies.
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EQUIPMENT AND SUPPLIES: things to think about

Note: An equipment and supplies information document will be sent to you when you
are accepted into the AMT Program.

To be successful, it is important that students invest in an up-to-date and optimal computer
system (CPU). If your computer is not working optimally, there is an increased risk of not
being able to complete courses on time. To be successful in your training, your equipment
should be operational at all times.

Equipment and student responsibility

Off-site students: If you are planning on taking this program off site, it is your
responsibility, as a student, to maintain operational equipment which includes computer
hardware and compatible software and internet connection. It is helpful to think about your
equipment as a tool for your training and/or workplace.

What to do? Should you have any questions regarding the type of computer system
that you need, you should contact an experienced computer technician/supplier and
tell them that you are in training to become a medical transcriptionist. Technicians and
computer store staff should be able to give you direction on a suitable computer
system.

Please note: This course requires sitting at a computer for extended periods of time
and in light of this, we highly recommend a proper keyboard and workstation. We do
not recommend students use laptops unless they have an adequate screen size and
are attached to a standard or ergonomic keyboard. A laptop is not suitable and could
lead to stress related injuries such as carpal tunnel syndrome, and repetitive strain
and musculoskeletal injuries.

For helpful information, please visit: www.worksafebc.com search: computer
ergonomics

On-site students: Equipment and software are supplied. Due to health concerns,
headphones are not supplied. On-site students are required to purchase their own
headphones.

Equipment and supplies required for off-site students: You will be required to purchase
equipment, software and supplies for the AMT Program as per the list below.

1. Computer hardware and software:

e Pentium 4 with at least 512 mb of RAM recommended
e For Vista users: at least 1 to 2 GB of RAM recommended

2. Antivirus program: Students must have antivirus software installed on their computer.
Ask your internet provider about their antivirus programs.
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3.

10.

11.

Software: MS Office 2007 or higher. If you are using an older computer, you may need
to upgrade your hard drive capacity. For the AMT Program, you will need the complete
version of MS Office 2007 or higher. Check with your computer technician. There may be
student discounts available. The following link was suggested by BC Campus:
http://www.microsoft.com/student/discounts/theultimatesteal-ca/default.aspx?wt.srch=1

Internet connection: High speed, DSL or satellite internet is preferred. Dial up internet
access is slower, so you may find the process for downloading and uploading files takes
longer than anticipated.

Email account: Setting up a separate email account for the AMT Program is suggested.
You will be receiving lots of emails.

Ergonomics: A suitable ergonomic computer desk and chair is recommended

Printer and ink.

Office supplies: Paper, pens, books, binders.

Books: See Approximate Expenses page for a list of books required.

Stereo computer headset: There are many types and styles to choose from. Be sure to
choose a comfortable set and that they are stereo. Contact your computer technician or
stereo store for recommended styles.

Wav pedal and software: For compatibility, be sure to take into account the type of
operating system that is installed on your computer (XP, Vista or Windows 7). It is up to

the student as to which wav pedal, software and headphones to choose. The following is
information provided by the supplier:

Important note: Your instructors cannot troubleshoot computer problems. You
must have access to a computer technician to problem solve any issues.

X4

<,

Bytescribe — pedal, software and headset

Website: www.bytescribe.com

The Bytescribe wavplayer is the wavpedal and software used mostly by hospitals in the
US. Contact Bytescribe to see if they will give a discount.

Shipping advice: For Canadian orders, check with this company to see if they have a
Canadian supplier.

Gearplayer — pedal, software and headset

“We will most certainly honor the discount on any GP4-USB GearPlayer Version 4
Software, Headset and Foot Controls”
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To receive the discount, please contact this company directly. The contact person is:
Jackie Barshick
Product Specialist
TranscriptionGear.Com
Toll Free: 888-834-2392 Ext. 127
Fax: 440-392-9901

Online Store: www.transcriptiongear.com

< Start Stop STUDENT EDITION Universal Transcription System
(http://www.startstop.com/emcp)

The student price for the Start Stop Student transcription system is still $99. Headsets
are also discounted.

Students may visit http://startstop.com/student/index.asp for a complete list of
headsets and the Student Transcription Software.

Let us know if we may assist you in any other way.

Best Regards,
Jan for HTH Engineering, Inc.
866-254-0714 x101

Additional information

v" Once you have installed your wavpedal and software, please email amt@selkirk.ca for
a wav file to test your system before you start the AMT Program. This should give you
ample time to become familiar with the features of your software. If you have any
problems, contact your vendor.

To download the wav file:
Right click on the file
Choose Save As
Save to your C drive
Open the wavplayer program
Open the wav file

There will be adjustments for volume, speed and sound quality — playing with the
features will help you to become familiar with all features.

Important note: The wav file is a sample of a confidential patient report and must be
treated as such. Unauthorized sharing, duplicating, or sharing of the content of the wav
file is strictly prohibited and is punishable by law.

Important note for Vista users
If you receive an error message: required CODEC (DSP Group TrueSpeech is not

installed), you will have to install the TrueSpeech Codec: free download:
http://www.startstop.com/download.asp#sst
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In their download box: Start-Stop Universal Transcription System

Look for: TrueSpeech Codec Installer for Windows Vista

Start-Stop Software

Start-Stop Universal Transcription System
Start-Stop Universal Users Manual @ 50Wnioad | | Start-Stop Universal Spec Sheet 9 50WNIoad

Start-Stop Universal Re-Recording (9 E8Wnload | | Start-Stop Universal Install Guide @9 58Wnload

Manual for Windows Yista (also supports
HPI2HIMEMESE)

Start-Stop Universal Upgrade “Download

Patch to Version 8.7.7 (requires Start-Stop Universal Free Software (9B Bwnioad

version 9.7.1 or higher) Upgrade (for users with older

versions installed)

Start-Stop Universal EXFRESS “Download

Software Upgrade to Version 9.7.7 Start-Stop Universal Software T Download
foranly 10 YVersion 9.7.7 on CD foronly $19 +
Shipping

TrueSpeech Codec Installer for “Download
Windows Vista / DIV Decader for WAZ Files “Download

Click: download. It will saveéle file to your computer, find the downloaded file and double
click to run. The computer does its thing. It doesn’t ask you to reboot but it may be a
good idea if the wav file will still not play.

After rebooting, go to your file folder where you have saved your wav file, right click on the
wav file, and selected open with: express scribe (or whatever wav program you are
using)

Use the foot pedal to play the file.
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