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Microsoft Word for Healthcare Documentation: A Guide for
Transcriptionists, Editors, and Health Information Professionals helps
you work more efficiently by showing you how to use Microsoft Word’s
built-in tools to your utmost advantage. 

This User’s Guide introduces you to the helpful features that enable you to
quickly master new concepts and put your new skills into practice.

USER’S GUIDE

Objectives help you
concentrate on the most
important information to
glean from each chapter. 

Keywords help
you focus on the
important terms that
you should master.
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Menu names and menu commands are typed in blue.

Galleries in Word 2007 are typed in blue.

and are bold with a box around them.

in Word 2007 are bold with a box around them.

Dialog box names and folder names are blue and bold.

Check boxes and options listed within dialog boxes are orange and italic.

Keystrokes are green.

Toolbars are blue and underlined.

Groups within the ribbon in Word 2007 are blue and underlined.

Specific text to be typed and file extensions are Courier font. 

Button names tabs within dialog boxes

Tabs on the ribbon
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Special formatting has been 
applied to the text to improve readability
and comprehension. You 
will recognize common Windows
elements by their font. 

Tables summarize key information 
for at-a-glance reference.

Screen shots show you what 
you’ll see on your computer screen 
as you perform each task.
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“Do It Quicker” boxes offer valuable
timesavers, including shortcut keys and 
tips for maximizing efficiency.

“Caution” boxes alert you to 
common pitfalls and how to avoid them.

“Put It Together” boxes show you how
various concepts discussed throughout the text
work together.

“How I Do It” boxes are based on the
author’s first-hand experience, helping you apply
what you’ve learned to be more productive and
accurate in your work.

Word logos are located in the margin for
easily identifying keystrokes for opening
dialog boxes. 

Clearly marked sections for Windows
XP, Windows Vista, Word 2003, and
Word 2007 direct you to the information
specific to your operating system and version
of Word. 
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Content specific to Word 
2003 is marked with Word
2003’s icon.

Content specific to Word
2007 is marked with Word
2007’s icon.

Shaded text and caution signs call
special attention to critical information. 

Critical Thinking Questions at the end 
of each chapter promote a deeper
understanding of fundamental concepts by
encouraging analysis and practical
application of information presented.

Glossary defines all the key terms used
throughout the text. 
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STUDENT RESOURCES
The student CD and online resource center reinforce what you learn in the text. Student resources
include a question bank, templates, macros, and formatting exercises.

The Student Resource Center can be accessed at http://thePoint.lww.com/BryanWord4e.

INSTRUCTOR RESOURCES
The online instructor resources available for use with Microsoft Word for Healthcare

Documentation include a test bank, an image bank, and PowerPoint slides for each chapter.
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Frequently Asked Questions Appendix
lists the questions commonly asked by users of
MS Word, especially those working within
healthcare documentation. 
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