Preventing vocal strain

When dictating for long periods of time, posture, correct breathing, and regular breaks are important.

· Use good posture: sit up straight or stand in front of your computer. 

· Do not speak in a loud voice or in any way that is stressful to you. 

· Breathe deeply from your abdomen and not from the top of your chest. 

· Loosen up and relax: stretch your arms, shoulders, neck, and jaw muscles. 

· Take occasional breaks: get up, move around, and stretch. 

· Keep your vocal cords moist: take sips of water and use a straw so you do not need to move the microphone. 

· Do not dictate for longer than is comfortable. 

· By default, you do not have to say "Click" before speaking most commands, which can save some repetitive vocal strain. You can control this option on the Miscellaneous tab of the Options dialog box. 

