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INTRODUCTION

Medical assisting is a unique blend of administrative and clinical theory and practice. Preparation for this profession enables individuals to become proficient in a vast number of settings, such as physician offices, medical laboratories, hospitals, and other health care settings.  The possession of such diverse health care skills, which can be applied in equally diverse settings, makes medical assisting a marketable career path. A continued demand for medical assistants is expected through the year 2010. The United States Bureau of Labor and Statistics considers the field of medical assisting to be emerging quickly as one of the fastest-growing careers in the nation. The American Association of Medical Assistants (AAMA) credits this and future expansions in the field of medical assisting to be related to two major factors. First, the increase in technology requires more skilled medical support personnel. Second, many Americans are living longer, which creates a need for additional resources, such as outpatient care facilities and physician offices, to manage the care of our growing elderly population.  

Medical assistants are multi-skilled health care professionals. In addition to administrative duties, such as clerical, receptionist, and other secretarial tasks, the medical assistant renders basic patient care and performs certain diagnostic procedure, such as phlebotomy, Xrays, and ECGs. Results of the recent AAMA Role Delineation Study, published in 2005, reported that medical assistants will also be responsible for patient education, intravenous procedures, and supervisory and management tasks. The medical assistant must have excellent written and oral communication skills, high moral and ethical standards, and good interpersonal skills to assume such roles. Maturity, initiative, and responsibility are also requisites. Critical- thinking and problem-solving skills are a must for the medical assistant in order to promote and evaluate client care outcomes. Medical assistants have acquired the skill and knowledge necessary to manage both administrative and clinical aspects of the patient’s health care needs. Thus, this profession is classified as a diversified, multi-skilled health career that enables the medical assistant to explore many employment options. These options include, but are not limited to, phlebotomist, medical laboratory assistant, medical records technician, electrocardiography technician, radiology assistant, and respiratory therapist assistant. Certainly, the medical assistant is a multi-skilled health care employee.

Medical assistant programs can be six months or one to two years in length. A one-year program for medical assisting awards a certificate or diploma. A two-year program awards an Associate’s Degree. Students can begin by meeting the curriculum requirements for a certificate program and later take additional courses to obtain his or her Associate’s Degree. Such flexibility provides multiple educational opportunities for an individual pursuing a medical assistant career.

 
Currently, the profession of medical assisting does not require state or national licensure.  Thus, graduates of medical assistant programs are not required to take any form of test in order to practice. However, the ever increasing complexity of patient health care needs and advancements in technology demand that individuals possess a certain level of knowledge and skill to perform the diverse roles competently. This has caused many employers to hire only medical assistants who hold state and/or national certification or registration. Medical assisting programs accredited by the Commission on Accreditation of Allied Health Education Programs (CAAHEP) require that a competency-based format be in place to ensure that essential skills are mastered for entry into practice. Upon completion of an approved medical assisting program, the medical assistant can pursue voluntary credentialing as a certified medical assistant (CMA) or registered medical assistant (RMA).

The terms certification and registration are credentials offered to medical assistants who pass a national examination.  The “certification” title, certified medical assistant (CMA) is awarded by the American Association of Medical Assistants (AAMA) and the “registration” title, registered medical assistant (RMA) is awarded by the American Medical Technologist (AMT) organization. Even though to date no state has mandated licensure for medical assistants, some states do require mandatory educational and /or training with skills such areas as phlebotomy, injections, and radiography. If the medical assistant desires to increase his or her marketability, and validate learned skill-sets, certification is a voluntary national process that achieves both. However, only individuals graduating from an approved medical assisting program are eligible to take national certification examinations.

Medical assisting programs can become accredited by two national entities:  the American Association of Medical Assistants (AAMA) in collaboration with the Commission on Accreditation of Allied Health Educational Programs (CAAHEP) and the American Medical Technologists (AMT) under the umbrella of the Accrediting Bureau of Health Education Schools (ABHES). Medical assistant graduates from approved and accredited programs are held to a national standard of excellence that is recognized by professionals in the medical field.

McGraw-Hill Higher Education provides a wealth of resources to support medical assistant programs. In the course of our work, we observe curriculum directions, monitor health care trends, and interact with leaders in the medical assisting profession. We realize there are many changes facing medical assisting educators, so we keep our course materials current by aligning them with SCANS, AMT’s Registered Medical Assisting (RMA) competencies, and AAMA’s Certified Medical Assisting (CMA) competencies and by following the results of AAMA’s Role Delineation Studies. After analyzing collective knowledge from a national perspective, we offer an update to the McGraw-Hill Medical Assisting Curriculum Guide. Its content is meant only as a guideline; nothing here is meant to be prescriptive. We emphasize here, as we do in each of our textbooks, the need for clearly stated learner objectives. Included also are recommended course sequencing for Associate’s Degree and certificate programs. We hope this guide will assist you in building course descriptions, catalog copy, and student syllabi; in assessing teacher preparation; and in selecting learning materials that are appropriate for your instructional objectives. 

MEDICAL ASSISTING

TWO-YEAR CURRICULUM

(66 Credit Hours)

Required Courses

· Introduction to Medical Assisting (1 credit hour)

· English Composition (3 credit hours)
· Interpersonal Relations (3 credit hours)

· Medical Terminology  (4 credit hours)

· Anatomy and Physiology (4 credit hours)

· Administrative Procedures I (3 credit hours)

· Administrative Procedures II (3 credit hours)

· Medical Keyboarding (3 credit hours)
· Medical Office Insurance (3 credit hours)

· Medical Office Coding (3 credit hours)

· Medical Computer Applications (3 credit hours)

· Medical Law and Ethics (3 credit hours)

· Clinical Skills I (4 credit hours)

· Clinical Skills II (4 credit hours)

· Laboratory Procedures (3 credit hours)

· Pharmacology (3 credit hours)

· Externship (4 credit hours)

Electives (12 credit hours from any of the following 3-credit/hour choices)

· General Electives

· Mathematics

· Computer Basics

· History/Government

· Accounting

· Word Processing

· General Science

Additional Electives

· Respiratory Care and Treatments

· Cardiovascular Monitoring

· Radiography Techniques for Allied Health

· Nursing Assisting

· Phlebotomy Certification Course

· ECG (Electrocardiography)

· Intravenous Therapy

CERTIFICATE/DIPLOMA CURRICULUM

No degree offered (42 credit hours)

                                                                                                        

(

(

ALTERNATE CERTIFICATE/DIPLOMA CURRICULUM*

(

(

*With 39 hours total for the certificate/diploma, there is room for an additional course or two including a possible Infection and Hazard Control , a more comprehensive Insurance Coding course, or other specialty courses such as electrocardiography, phlebotomy or intravenous therapy.
MODULAR CURRICULUM
900 Clock Hour Program (Sample)

Courses are designed around a didactic portion of 720 clock hours with a 180-hour clinical externship that equals 900 hours.  Full-time students participate in three classes offered in          5-week or 40-hour modules.  This would be a typical daytime student. The total length of a full- time program is approximately 9 months.  The part-time student would participate in two classes offered in 5-week or 40-hour modules.  The total length of a part-time program is 11 months.  This would be a typical evening student program.

Total Courses







Clock Hours

Human Relations






        40

Medical Terminology

  




        40

Clinical Asepsis






        40

Computer Applications





        40

Medical Law and Ethics
 




        40

Clinical Procedures






        40

Medical Office Procedures





        40

Anatomy and Physiology I*
 




        40

Urinalysis and Microbiology
  




        40

Health Insurance

 




        40

Anatomy and Physiology II*
  




        40

Electrocardiography

  




        40

Computerized Billing

 




        40

Anatomy and Physiology III*





        40

Hematology


  




        40

Management Skills

 




        40

Anatomy and Physiology IV*
  




        40

Pharmacology







        40

Medical Assisting Externship  




      180

TOTAL







      900

*Anatomy and Physiology I to IV
These courses are implemented in the module sequence. It is recommended that the 11 body systems in each anatomy course be divided..  One week of instruction per body system is recommended.  The courses are designed to provide a basic overview of each system, including medical terminology and pathology.

Sample Course Lesson Plan

A & P I per 5-Week Module

Week 1
Urinary System

Week 2
Male Reproductive System
Week 3
Female Reproductive System
Week 4
Obstetrics

Week 5
Child Health

A & P II per 5-Week Module:

Week 1
Respiratory

Week 2
Digestive

Week 3
Endocrine

Week 4
Blood and Lymphatic

Week 5
Oncology
Sample Full -Time Medical Assistant Curriculum

	Module A 
	Human Relations
	Medical Law and Ethics
	Clinical Asepsis

	Module B
	Medical                 Terminology
	Computer Applications
	Clinical Procedures

	Module C 
	Anatomy and Physiology I
	Medical Office Applications
	Urinalysis and Microbiology

	Module D 
	Anatomy and Physiology II
	Health Insurance
	Electrocardiography

	Module E
	Anatomy and Physiology III
	Computerized Billing
	Hematology

	Module F 
	Anatomy and Physiology IV
	Management Skills
	Pharmacology

	Module G
	EXTERNSHIP


Sample Full Time Class Schedule

7:50 a.m. - 9:40 a.m.

First class*

10:00 a.m.-11:40 a.m.
            Second class*

12:10 p.m.-1:50 p.m
.
Third class*

*Classes run Monday through Thursday.

MEDICAL ASSISTING CURRICULUM





















ENGLISH COMPOSITION 
3 Credit Hours
Prerequisite
Placement test

Course Description
This course teaches the proper utilization of the English language in written documents.                                         Students refine and develop grammar, punctuation, spelling, and editing skills. Research and critical-thinking skills are introduced to the student.

Learner Outcomes
Upon completing this course, the student will be able to

· Write clear and concise sentences using the basic rules of grammar and basic sentence structure for a variety of purposes.

· Write effective paragraphs and essays by employing the steps of the writing process and basic rules of grammar, spelling, and punctuation.

· Think critically for comprehension, analysis, synthesis, and evaluation of ideas.

· Use a variety of procedures to begin understanding the research process.
Recommended Texts

Business English at Work, 3/e, Jaderstrom/Miller 2007
ISBN 0-07-331426-9 (Text/Workbook)

ISBN 0-07-328000-0 (Instructor’s Annotated Edition)

College English and Communication, 9/e, Camp/Satterwhite 2007
ISBN 0-07-310650-X (Text)
ISBN 0-07-828273-X (Student CD)

ISBN 0-07-310652-6 (Student Activity Workbook)

ISBN 0-07-310651-8 (Instructor’s Annotated Edition w/CD)

ISBN 0-07-310653-4 (AIE to Student Activity Workbook)

English Made Easy, 5/e, Hosler/Branchaw 2005
ISBN 0-07-293802-1 (Text)
ISBN 0-07-293803-X (Annotated Instructor Edition)
English Skills, 8/e, Langan, 2006

ISBN 0-07-321041-2 (Text w/CD-ROM)

ISBN 0-07-296277-1 (Annotated Instructor Edition)

ISBN 0-07-296272-0 (Instructor Resource CD)
Ancillaries
The Gregg Reference Manual: A Manual of Style, Grammar, Usage, and Formatting, 10/e, Sabin 2005
ISBN 0-07-293653-3 (Text)

ISBN 0-07-293654-1 (Basic Worksheets)

ISBN 0-07-293655-X (Comprehensive Worksheets)

ISBN 0-07-293656-8 (Instructor Resource Manual)

The Gregg Reference Manual: A Manual of Style, Grammar, Usage, and Formatting, 11/e, Sabin 2008
ISBN 0-07-354543-0 (Text)—Tentative publication date: November 2006
Alternate Course Titles



Freshman English



Business English



College English

INTERPERSONAL RELATIONS 
3 Credit Hours






Prerequisite                                                                                                                      

None

Course Description                                                                                                          

This course teaches fundamental concepts involved with interpersonal interactions. It includes communication, developmental milestones, and the social, environmental, cultural, and hereditary factors that influence human behavior.

Learner Outcomes                                                                                                            

Upon completing this course, the student will be able to

· Identify principles of normal growth, development, and maturation.
· List the hereditary, environmental, and sociocultural influences on behavior.
· Describe basic psychological principles relevant to everyday living and self-understanding.
· Identify common roles found in groups.

· Describe basic human relations in terms of living well (staying healthy) and living with family and others. 
· Discuss the complexities of relationships that evolve in the work setting and the demands of the individual for performance and productivity.

Recommended Texts
Interpersonal Communication Skills for Health Professionals, 2/e, Adams/Jones 2001
ISBN 0-07-820312-0 (Text)

ISBN 0-07-820313-9 (Instructor’s Manual)

Human Relations: Strategies for Success, 3/e, Lamberton 2007
ISBN 0-07-352231-7 (Text)

ISBN 0-07-320354-8 (Instructor Resource CD-ROM)
ISBN 0-07-320356-4 (HotSeat Videos)
Alternate Course Titles



Human Relations



Working with People



Workplace Dynamics



Human Relations in Business



Psychology

MEDICAL TERMINOLOGY 
4 Credit Hours
Prerequisite                                                                                                                        
None

Course Description                                                                                                            

This course introduces medical terminology, anatomy and physiology, and basic pathology using                                     a systems approach. Medical terms and common disease processes related to each body system are taught using an applied approach. This course covers the following topics: prefixes, suffixes, root words and combining forms, numbers, amounts, colors and positions, and terms related to all body systems.

Learner Outcomes                                                                                                             
Upon completing this course, the student will be able to
· Identify basic word parts.
· Spell, define, and pronounce medical terms related all body systems.
· Define and describe common disease processes affecting all body systems.

· Identify diagnostic and treatment modalities.
· Use medical reference books, such as the Physicians’ Desk Reference® and available Medical Dictionaries.

Recommended Texts
Introduction to Medical Terminology, Besser 2006
ISBN 0-07-302261-6 (Text with Study Audio CD)
ISBN 0-07-345103-7 (Text with Study Audio CD and Spanish Audio CD)
ISBN 0-07-301817-1 (Instructor’s Manual with Lab Audio CDs and Test Generator)

Online Learning Center www.mhhe.com/besser
Medical Terminology: Language for Health Care, 2/e, Thierer/Breitbard 2006
ISBN 0-07-327295-7 (Text with CD-ROM)

ISBN 0-07-301966-6 (Instructor’s Manual with Presentation Software and Test Generator)
Online Learning Center www.mhhe.com/medterm2e 
Medical Terminology Essentials, Thierer/Breitbard 2007

ISBN 0-07-313403-1 (Text with CD-ROM and Audio CD)

ISBN 0-07-325333-2 (Instructor’s Manual with IPC CD-ROM)

ISBN 0-07-342142-1 (Text with CD-ROM, Audio CD, and Spanish Audio CD)

Online Learning Center www.mhhe.com/medtermessentials 

Hole’s Essentials of Human Anatomy and Physiology, 9/e, Shier/Butler/Lewis 2006
ISBN 0-07-310938-X (Text)

ISBN 0-07-253963-1 (Digital Content Manager)
ISBN 0-07-253966-6 (Instructor Testing Resource CD)

ISBN 0-07-285288-7 (Student Study Guide)

Ancillaries
Anatomy and Physiology Revealed CDs 1-4, Medical University of Ohio 2007

ISBN 0-07-321553-8 (CDs 1-4 Complete Series)

ISBN 0-07-312323-4 (CD #1: Skeletal/Muscular System)

ISBN 0-07-312321-8 (CD #2: Nervous System)

ISBN 0-07-321550-3 (CD #3: Cardiovascular, Respiratory, & Lymphatic Systems)

ISBN 0-07-321551-1 (CD #4: Digestive, Endocrine, Urinary & Reproductive Systems)

Alternate Course Titles



Medical Assistant Science



Terminology for Health Careers


ANATOMY AND PHYSIOLOGY
4 Credit Hours
Prerequisite

None

Course Description
This course presents a basic overview of the normal structure and function of each body system. It introduces concepts based upon a dynamic state of equilibrium. Common deviations from normal structure and function of each body system are taught, along with relevant diagnostic and treatment modalities. 

Learner Outcomes
Upon completing this course, the student will be able to

· Identify the normal structure and function of the musculoskeletal, respiratory, cardiovascular, integumentary, urinary, reproductive, digestive, endocrine, sensory, immune, and nervous systems.
· Define and describe common disease processes affecting each body system.
· Discuss relevant diagnostic and treatment modalities pertinent to each body system.

Recommended Texts
Anatomy, Physiology, and Pathophysiology for Medical Assisting, Booth/Wyman 2006

ISBN 0-07-337393-1 (Text)

ISBN TBD (Instructor’s Manual with Instructor Productivity CD-ROM) 

Hole’s Essentials of Human Anatomy and Physiology, 9/e, Shier/Butler/Lewis 2006

ISBN 0-07-310938-X (Text)

ISBN 0-07-253963-1 (Digital Content Manager)

ISBN 0-07-253966-6 (Instructor Testing Resource CD)

ISBN 0-07-285288-7 (Student Study Guide)

Understanding Human Anatomy & Physiology 5/e, Mader 2005
ISBN 0-07-293517-0 (Soft cover Text) / 0-07-293280-5 (Hard cover text)
ISBN 0-07-246443-7 (Digital Content Manager)

ISBN 0-07-246441-0 (Instructor’s Testing and Resource CD-ROM)

Anatomy and Physiology with Integrated Study Guide 3/e, Gunstream 2006
ISBN 0-07-235111-X (Text with study guide)
ISBN 0-07-301253-X (Instructor’s Testing and Resource CD-ROM)

Essentials of Anatomy and Physiology, 6/e, Seeley/Stephens/Tate 2007
ISBN 0-07-322805-2 (Text)
ISBN 0-07-294591-5 (Digital Content Manager, CD version) 0-07326260-9 (DVD version)

ISBN 0-07-294593-1 (Instructor’s Testing and Resource CD-ROM)

Anatomy & Physiology: The Unity of Form & Function 4/e, Saladin 2007
ISBN 0-07-331608-3 (Text)

ISBN 0-07-287510-0 (Instructor’s Testing & Resource CD-ROM)
ISBN 0-07-321168-0 (Student Study Guide)
ISBN 0-07-340359-8 (Solve Saladin Crossword Puzzles)
Hole’s Human Anatomy & Physiology 11e, Shier 2007

ISBN 0-07-321364-0 (Text)

ISBN 0-07-282956-7 (Student Study Guide)

ISBN 0-07-282959-1 (Instructor’s Testing & Resource CD-ROM)

ISBN 0-07-282954-0 (Digital Content Manager)

Ancillaries
MediaPhys 3.0: An Introduction to Human Physiology CD-ROM 3/e, Stavraky 2006

ISBN 0-07-294582-6

P.H.I.L.S (Physiology Interactive Lab Simulations) Version 2.0 CD-ROM 2e,  Stephens 2006
ISBN 0-07-297009-X

Human Atlas, 2/e 2005
ISBN 0-07-294580-X

Atlas of Skeletal Muscles, 5/e, Stone 2006

ISBN 0-07-250178-2
Anatomy and Physiology Revealed CDs 1-4, Medical University of Ohio 2007

ISBN 0-07-321553-8 (CDs 1-4 Complete Series)

ISBN 0-07-312323-4 (CD #1: Skeletal/Muscular System)

ISBN 0-07-312321-8 (CD #2: Nervous System)

ISBN 0-07-321550-3 (CD #3: Cardiovascular, Respiratory, & Lymphatic Systems)

ISBN 0-07-321551-1 (CD #4: Digestive, Endocrine, Urinary & Reproductive Systems)

Alternate Course Titles



Structure and Function



Human Anatomy and Physiology



Anatomy and Physiology I, II, III, and IV*

* These courses are implemented in the module sequence.  It is recommended that the 11

body systems in each anatomy course be divided.  One week of instruction per body system is recommended.  The courses are designed to provide a basic overview of each system, including medical terminology and pathology.

ADMINISTRATIVE PROCEDURES I 
3 Credit Hours






Prerequisite                                                                                                                        
Medical Keyboarding

Course Description                                                                                                          

This course introduces administrative medical assisting competencies, such as written, oral, and telephone communication skills. In addition, basic receptionist duties, such as filing, patient scheduling, bookkeeping procedures, and opening and closing, the medical office, are taught.

Learner Outcomes   

Upon completing this course, the student will be able to

· Describe commonly used filing systems.
· Create, edit, save, and print business correspondence using a word processing program.
· Prepare medical records.
· Maintain an inventory of medical supplies and equipment.
· Schedule appointments and procedures.
· Perform receptionist duties.

Recommended Texts

Medical Assisting: Administrative and Clinical Competencies, 2/e, Ramutkowski/Booth/Pugh/Thomson/Whicker 2005

ISBN 0-07-297410-9 (Text and CD-ROM)

ISBN 0-07-294781-0 (Workbook)

ISBN 0-07-294783-7 (Instructor’s Resource Binder)

Online Learning Center www.mhhe.com/medicalassisting 

Administrative Procedures for Medical Assisting, 2/e, Ramutkowski/Booth/Pugh/Thomson/Whicker 2005

ISBN 0-07-297450-8 (Text and CD-ROM)
ISBN 0-07-297149-5 (Workbook)

ISBN 0-07-294783-7 (Instructor’s Resource Binder)

Online Learning Center www.mhhe.com/medicalassisting 

Medical Office Procedures, 6/e, Becklin 2006

ISBN 0-07-320108-1 (Text with Data Disks and Projects CD-ROM)

ISBN 0-07-319678-9 (Instructor’s Manual with IPC CD-ROM, Audio Tapes and Audio CDs)
Processing Medical Documents, 2/e, Poland 2000
ISBN 0-02-804745-1 (Text with IBM 3.5 Data Disk)

ISBN 0-02-804746-X (Instructor’s Manual with Solutions Disk)
Computers in the Medical Office, 5/e, Sanderson 2007
ISBN 0-07-311213-5 (Text w/Student CD-ROM)
ISBN 0-07-311026-4 (Instructor Manual with Instructor Productivity CD-ROM)
Online Learning Center www.mhhe.com/cimo5e 
ADMINISTRATIVE PROCEDURES II 
3 Credit Hours
Prerequisites
Administrative Procedures I

Medical Keyboarding

Medical Terminology

Medical Computer Applications

Course Description
This course provides instruction in and practice with dictation and transcription, patient billing, and office management skills.

Learner Outcomes
Upon completing this course, the student will be able to

· Demonstrate basic medical transcription abilities.
· Transcribe, create, and edit various medical documents.
· Identify basic principles of accounting.
· Perform basic accounting and banking procedures.
· Apply basic office management skills for daily office operations.

Recommended Texts
Medical Assisting: Administrative and Clinical Competencies, 2/e, Ramutkowski/Booth/Pugh/Thomson/Whicker 2005

ISBN 0-07-297410-9 (Text and CD-ROM)

ISBN 0-07-294781-0 (Workbook)

ISBN 0-07-294783-7 (Instructor’s Resource Binder)
Online Learning Center www.mhhe.com/medicalassisting 

Administrative Procedures for Medical Assisting, 2/e, Ramutkowski/Booth/Pugh/Thomson/Whicker 2005

ISBN 0-07-297450-8 (Text w/Student CD-ROM)
ISBN 0-07-297149-5 (Workbook)

ISBN 0-07-294783-7 (Instructor’s Resource Binder)
Online Learning Center www.mhhe.com/medicalassisting 

Processing Medical Documents, 2/e, Poland 2000
ISBN 0-02-804745-1 (Text with IBM 3.5 Data Disk)

ISBN 0-02-804746-X (Instructor’s Manual with Solutions Disk)

Computers in the Medical Office, 5/e, Sanderson 2007
ISBN 0-07-311213-5 (Text w/Student CD-ROM)
ISBN 0-07-311026-4 (Instructor Manual with Instructor Productivity CD-ROM)

Online Learning Center www.mhhe.com/cimo5e
Case Studies for the Medical Office: Capstone Billing Simulation, 4/e, Sanderson 2007

ISBN 0-07-325480-0 (Text with CD-ROM Data Disk)

Hospital Billing, Newby 2004

ISBN 0-07-830015-0 (Text with 3.5 Disk)

ISBN 0-07-830017-7 (Instructor Manual w/CD-ROM)
Accounting Fundamentals, 7/e, Curran 2006
ISBN: 0-07-319351-8 (Text w/Student CD-ROM)
ISBN: 0-07-301462-1 (Instructor Resource CD-ROM)

College Accounting, 11/e, Price/Haddock/Brock 2007
ISBN 0-07-322938-5 (Student Edition Chapters 1-13)

ISBN 0-07-320348-3 (Study Guide and Working Papers Chapters 1-13)
ISBN 0-07-322649-1 (Instructor’s Wraparound Edition)

ISBN 0-07-327707-X (Instructor Resource CD-ROM Chapters 1-13)

Alternate Course Titles



Medical Office Procedures



Medical Records Management



Administrative Medical Assisting



Medical Records Administration 



Administrative Office Procedures
                        Management Skills

MEDICAL KEYBOARDING
3 Credit Hours






Prerequisite
None

Course Description
This course teaches the alphabetic and numeric keyboard. Proficiency combined with speed and accuracy is taught. Development of various documents and correspondence formatting are emphasized.

Learner Outcomes
Upon completing this course, the student will be able to

· Identify and demonstrate alphabetic and numeric keyboarding.
· Create a variety of letters, memos, and other documents.
· Demonstrate skill, speed, and accuracy while keying.

Recommended Text
Gregg College Keyboarding & Document Processing, 10/e, Ober 2006

ISBN 0-07-296340-9 (Text Lessons 1-20)

ISBN 0-07-296341-7 (Text Lessons 1-60)
ISBN 0-07-313841-X (Kit 1, Lessons 1-60, Word 2003)

ISBN 0-07-296344-1 (Instructor Wrap Around Edition, Lessons 1-60)

ISBN 0-07-305421-6 (Campus Software with Installation Guide)

Ancillary

SkillBuilding: Building Speed and Accuracy on the Keyboard,3/e, Eide/Rieck/Klemin 2003
ISBN 0-07-295695-X (Text)
ISBN 0-07-829802-4 (Instructor’s Manual)

Alternate Course Titles



Keyboarding



Basic Keyboarding



Keyboarding and Office Document Processing

MEDICAL OFFICE INSURANCE 
3 Credit Hours



Prerequisites
Keyboarding






Medical Computer Applications 

Medical Terminology
Administrative Procedures I

Course Description
This course provides in-depth instruction in the preparation of insurance and government claim forms. Both private and government insurance carriers are discussed, along with Medicare, Medicaid, HMOs, TriCare and Champ VA, Blue Cross and Blue Shield, and Workers’ Compensation. 

Learner Outcomes
Upon completing this course, the student will be able to

· Apply managed care policies and procedures to the processing of medical insurance claims.
· Identify third-party guidelines.
· Complete and submit insurance forms with accuracy via traditional and electronic mediums. 

Recommended Text
Medical Insurance: An Integrated Claims Process Approach 3e, Valerius/Bayes/Newby/Seggern 2008 Tentative publication date January 2007
ISBN 0-07-325645-5 (Text)
ISBN 0-07-340210-9 (Student Workbook)
ISBN 0-07-325334-0 (Instructor’s Manual with Instructor’s Productivity CD-ROM)

Online Learning Center www.mhhe.com/medinsurance3e 
Medical Insurance: A Guide to Coding and Reimbursement, 2/e, Valerius 2005
ISBN 0-07-295023-4 (Text)

ISBN 0-07-297159-2 (Instructor’s Manual)

Online Learning Center www.mhhe.com/medinsurance
Medical Insurance Coding Workbook for Physician Practices 4e, Newby 2008
ISBN 0-07-352205-8 (Text) Tentative publication date January 2007
Medical Insurance Coding Workbook for Physician Practices, 2005 Edition, Newby 2006

ISBN 0-07-301470-2 (Text)
ISBN 0-07-301918-6 (Instructor’s Manual)

Insurance Coding and Electronic Claims for the Medical Office, Safian 2006

ISBN 0-07-304099-1 (Text)

ISBN 0-07-304403-2 (Instructor’s Manual with IPC CD-ROM)

Online Learning Center www.mhhe.com/icec-safian 

From Patient to Payment: Insurance Procedures for the Medical Office, 5/e, Newby 2008
ISBN 0-07-325479-7 (Text with CD-ROM Data Disk)
ISBN 0-07-325335-9 (Instructor’s Manual)

Online Learning Center www.mhhe.com/fp2p5e 
Hospital Billing, Newby 2004

ISBN 0-07-294181-2 (Text)
ISBN 0-07-830015-0 (Instructor’s Manual)

Medical Office Procedures 6/e, Becklin/Sunnarborg 2006
ISBN 0-07-320108-1 (Text)
ISBN 0-07-319678-9 (Instructor’s Manual)

Alternate Course Title



Health Insurance

MEDICAL OFFICE CODING
3 Credit Hours
Prerequisites
Keyboarding
Medical Computer Applications

Medical Terminology
Administrative Procedures I

Course Description
This course provides in-depth instruction in ICD-9 and CPT coding, which requires math and basic accounting skills. Both procedural and diagnostic coding principles are covered. 

Learner Outcomes
Upon completing this course, the student will be able to

· Apply managed care policies and procedures.
· Demonstrate an understanding of various coding systems.
· Identify the relationships between procedures and diagnosis codes.
· Perform procedural and diagnostic coding.

Recommended Texts
Basic Medical Coding, Newby 2005

ISBN 0-07-301832-5 (Text)

ISBN 0-07-301852-X (Instructor’s Manual w/Instructor Productivity CD-ROM)

Insurance Coding and Electronic Claims for the Medical Office, Safian 2006
ISBN 0-07-304099-1 (Text)

ISBN 0-07-304403-2 (Instructor’s Manual with IPC CD-ROM)

Online Learning Center www.mhhe.com/icec-safian 

From Patient to Payment: Insurance Procedures for the Medical Office, 5/e, Newby 2008
ISBN 0-07-325479-7 (Text)
ISBN 0-07-325335-9 (Instructor’s Manual w/Instructor Productivity CD-ROM)
Online Learning Center www.mhhe.com/fp2p5e 
Patient Billing 6/e, Sanderson 2008

Tentative publication date January 2007
ISBN 0-07-330919-2 (Text)

ISBN 0-07-329552-3 (Instructor’s Manual w/Instructor Productivity CD-ROM))

Online Learning Center www.mhhe.com/patientbilling6e 

Patient Billing, 5/e, Sanderson 2006
ISBN 0-07-310150-8 (Text)
ISBN 0-07-311224-0 (Instructor’s Manual w/Instructor Productivity CD-ROM))

Online Learning Center www.mhhe.com/patientbilling5e 

Hospital Billing, Newby 2004

ISBN 0-07-830015-0 (Text w/Data Disk)

ISBN 0-07-830017-7 (Instructor’s Manual w/PPT & ExamView test generator)
Medical Insurance: An Integrated Claims Process Approach 3e, Valerius/Bayes/Newby/Seggern 2008 Tentative publication date January 2007
ISBN 0-07-325645-5 (Text)
ISBN 0-07-340210-9 (Student Workbook)
ISBN 0-07-325334-0 (Instructor’s Manual with Instructor’s Productivity CD-ROM)

Online Learning Center www.mhhe.com/medinsurance3e 

Medical Insurance: A Guide to Coding and Reimbursement, 2/e, Valerius 2005
ISBN 0-07-297452-4 (Text w/CD-ROM Data Disk and 3.5 Data Disk)
ISBN 0-07-295024-2 (Coding Workbook)

ISBN 0-07-297459-1 (Instructor’s Manual with Instructor’s Productivity Center CD-ROM)

Medical Insurance Coding Workbook for Physician Practices, 2005 Edition, Newby 2006
ISBN 0-07-301470-2 (Text)
ISBN 0-07-301918-6 (Instructor’s Manual)

Medical Insurance Coding Workbook for Physician Practices 4e, Newby 2008
ISBN 0-07-352205-8 (Text) Tentative publication date January 2007
MEDICAL COMPUTER APPLICATIONS
 3 Credit Hours
Prerequisites
Keyboarding
Administrative Procedures I and II

Medical Office Insurance
Medical Office Coding

Course Description
This course builds the necessary skills for managing a computerized medical office. Students gain medical office experience in managing an automated billing system, processing and printing insurance forms, maintaining files, creating management reports, and analyzing aging accounts.

Learner Outcomes
Upon completing this course, the student will be able to

· Schedule appointments using a computerized database.
· Gather and record patient information into a computerized office system.
· Manage patient billing and insurance claims using an automated computerized system.
· Print a variety of reports and retrieve needed information.

Recommended Texts
Computers in the Medical Office, 5/e, Sanderson 2007
ISBN 0-07-311213-5 (Text w/CD-ROM Data Disk)
ISBN 0-07-311026-4 (Instructor’s Manual with Instructor Productivity Center CD-ROM)

ISBN 0-07-321772-7 (Medisoft Version 11 Classroom Package)

ISBN 0-07-342786-1 (Text w/CD-ROM Data Disk and Medisoft Version 11 At-Home Software)

Online Learning Center www.mhhe.com/cimo5e 

Patient Billing 6/e, Sanderson 2008

Tentative publication date January 2007
ISBN 0-07-330919-2 (Text)

ISBN 0-07-329552-3 (Instructor’s Manual w/Instructor Productivity CD-ROM))

Online Learning Center www.mhhe.com/patientbilling6e 

Patient Billing Using MediSoft Advanced, 5/e, Sanderson 2006
ISBN 0-07-310150-8 (Text w/ Data Disk)
ISBN 0-07-311224-0 (Instructor’s Manual w/CD-ROM)

Online Learning Center www.mhhe.com/patientbilling5e 

Case Studies for the Medical Office: Capstone Billing Simulation, 4/e, Sanderson 2007
ISBN 0-07-325480-0 (Text w/CD-ROM Data Disk)

ISBN 0-07-325543-2 (Instructor’s Manual with Instructor Productivity Center Cd-ROM))

Processing Medical Documents, 2/e, Poland 2000

ISBN 0-02-804745-1 (Text)
ISBN 0-02-804746-X (Instructor’s Manual)
Alternate Course Titles

Computer Applications for Health Careers

Computers in the Medical Office

Computer Applications for the Medical Office

Computer Applications
Computerized Billing
MEDICAL LAW AND ETHICS 
3 Credit Hours
Prerequisite
None

Course Description
In this course, the student is introduced to the medical workplace, office employees, hiring practices, liability, malpractice, consent, and relevance of medical records. Core competencies related to patient confidentiality and the Health Insurance Portability and Accountability Act (HIPAA) are taught in this course. This course also discusses biomedical issues, such as cloning, DNA testing, abortion, euthanasia, and death and dying.

Learner Outcomes
Upon completing this course, the student will be able to

· Discuss the relevance of professional codes of ethics and patient rights.
· Identify components of the Health Insurance Portability and Accountability Act (HIPAA) and the implications for health care facilities and employees.
· Identify federal and state health care legislation and regulations.
· Demonstrate accurate documentation practices.
· Differentiate among licensure, certification, and registration.
· Identify the differences between criminal and civil law.
· Discuss the essential elements of a contract.
· Discuss professional liability and medical malpractice.
· Discuss and debate current biomedical issues in the medical profession.

Recommended Texts
Law and Ethics for Medical Careers, 4/e, Judson/Harrison/Hicks 2006
ISBN 0-07-302263-2 (Text)
ISBN 0-07-301965-8 (Instructor’s Manual with IPC CD-ROM)

Online Learning Center www.mhhe.com/judson4e 

Alternate Course Titles



Law and Ethics



Law and Ethics for Health Care



Ethics and the Law for Medical Careers



Medical Law, Liability, and Ethics



Law and Ethics for Health Professionals

CLINICAL SKILLS I 
4 Credit Hours 

Prerequisite

None

Course Description
Clinical Skills I introduces basic patient care skills, such as vital signs and basic assessment. This course also introduces aseptic skills, such as sterilization and disinfection practices used in the medical office.

Learner Outcomes
Upon completing this course, the student will be able to

· Describe the major types of health care settings.
· Demonstrate an understanding of OSHA guidelines.
· Perform temperature, pulse, respiration, and blood pressure measurements.
· Describe and perform different methods to measure height and weight.
· Demonstrate proper patient positioning for various medical examinations and procedures.
· Demonstrate proper disinfection, sanitization, and sterilization practices used in health care settings.
· Perform hearing and visual acuity testing.
Recommended Texts
Medical Assisting: Administrative and Clinical Competencies, 2/e, Ramutkowski/Booth/Pugh/Thomson/Whicker 2005

ISBN 0-07-297410-9 (Text w/Student CD-ROM)

ISBN 0-07-294781-0 (Workbook)

ISBN 0-07-294783-7 (Instructor’s Resource Binder)

Online Learning Center www.mhhe.com/medicalassisting 

Clinical Procedures for Medical Assisting, 2/e,   

Ramutkowski/Booth/Pugh/Thomson/Whicker 2005

ISBN 0-07-297451-6 (Text w/Student CD-ROM)

ISBN 0-07-297148-7 (Workbook)

ISBN 0-07-294783-7 (Instructor’s Resource Binder)

Online Learning Center www.mhhe.com/medicalassisting 

Ancillaries

Phlebotomy for Health Care Personnel, Fitzgerald/Dezern 2002

ISBN 0-07-820304-X (Text with CD-ROM)

ISBN 0-07-821035-6 (Instructor’s Manual with Presentation Software)

Electrocardiography for Health Care Personnel 2e, Booth/DeiTos/O’Brien 2008
Tentative publication April 2007

ISBN 0-07-330209-0 (Text with CD-ROM)

ISBN 0-07-330183-3 (Instructor’s Manual with Instructor’s Productivity CD-ROM)
Electrocardiography for Health Care Personnel, Haddix/Deitos 2001

ISBN 0-07-820308-2 (Text with CD-ROM)

ISBN 0-07-821034-8 (Instructor’s Manual with Presentation Software)
Intravenous Therapy for Health Care Personnel, Booth 2008

Tentative publication January 2007

ISBN 0-07-328112-3 (Text with CD-ROM)

ISBN 0-07-328001-1 (Instructor’s Manual with Instructor’s Productivity CD-ROM)
Online Learning Center for Medical Assisting: Administrative and Clinical Competencies, 2/e, Ramutkowski/Booth/Pugh/Thomson/Whicker 2005

Please follow this link to the Online Learning Center for free IV Therapy instruction www.mhhe.com/medicalassisting
Click “Instructor Edition” on the left, and enter Username: ramutkowski77x; password: instructor

Alternate Course Titles



Medical Assisting Clinical Procedures



Health Skills



Fundamental Skills for Medical Assisting



Clinical Procedures

Medical Assistant Science

Clinical Asepsis

CLINICAL SKILLS II 
4 Credit Hours
Prerequisites
Clinical Skills I

Medical Terminology

Anatomy and Physiology 

Course Description
This course builds on Clinical Skills I. Students will learn procedures involving sterile techniques and assisting with highly specialized examinations. Basic principles of radiology and emergency response preparation skills are also covered.

Learner Outcomes
Upon completing this course, the student will be able to

· Identify common minor surgical procedures performed in the medical office.
· Identify equipment used for minor surgical procedures.
· Demonstrate the correct procedure for suture and staple removal.
· Demonstrate the correct procedure for allergy testing.
· Perform electrocardiography.
· Identify basic principles and safety practices required for radiology procedures.
· Perform in emergency situations.
· Obtain cardiopulmonary and first aid certification.

Recommended Texts
Medical Assisting: Administrative and Clinical Competencies, 2/e, Ramutkowski/Booth/Pugh/Thomson/Whicker 2005

ISBN 0-07-297410-9 (Text w/Student CD-ROM)

ISBN 0-07-294781-0 (Workbook)

ISBN 0-07-294783-7 (Instructor’s Resource Binder)

Online Learning Center www.mhhe.com/medicalassisting 

Clinical Procedures for Medical Assisting, 2/e,   

Ramutkowski/Booth/Pugh/Thomson/Whicker 2005

ISBN 0-07-297451-6 (Text)

ISBN 0-07-297148-7 (Workbook)

ISBN 0-07-294783-7 (Instructor’s Resource Binder)

Online Learning Center www.mhhe.com/medicalassisting 

Ancillaries

Phlebotomy for Health Care Personnel, Fitzgerald/Dezern 2002

ISBN 0-07-820304-X (Text with CD-ROM)

ISBN 0-07-821035-6 (Instructor’s Manual with Presentation Software)

Electrocardiography for Health Care Personnel 2e, Booth/DeiTos/O’Brien 2008
Tentative publication April 2007

ISBN 0-07-330209-0 (Text with CD-ROM)

ISBN 0-07-330183-3 (Instructor’s Manual with Instructor’s Productivity CD-ROM)
Electrocardiography for Health Care Personnel, Haddix/Deitos 2001

ISBN 0-07-820308-2 (Text with CD-ROM)

ISBN 0-07-821034-8 (Instructor’s Manual with Presentation Software)

Intravenous Therapy for Health Care Personnel, Booth 2008

Tentative publication January 2007

ISBN 0-07-328112-3 (Text with CD-ROM)

ISBN 0-07-328001-1 (Instructor’s Manual with Instructor’s Productivity CD-ROM)
Online Learning Center for Medical Assisting: Administrative and Clinical Competencies, 2/e, Ramutkowski/Booth/Pugh/Thomson/Whicker 2005

Please follow this link to the Online Learning Center for free IV Therapy instruction www.mhhe.com/medicalassisting.

Click “Instructor Edition” on the left, and enter Username: ramutkowski77x; password: instructor

First Aid 2e, National Safety Council 2007

ISBN 0-07-329695-3 (Text with Pocket Guide)

ISBN 0-07-329616-3 (Instructor’s Resource Kit)

Alternate Course Titles



Medical Assisting Clinical Procedures



Health Skills



Fundamental Skills for Medical Assisting



Clinical Procedures

Medical Assistant Science



Electrocardiography

LABORATORY PROCEDURES 
3 Credit Hours
Prerequisites
Medical Terminology

Clinical Skills I and II

Course Description
This course introduces skills, techniques, and applications for the physician’s office laboratory. Emphasis is placed on quality control. Blood chemistry, hematology, urinalysis, microbiology, and immunology studies are covered.

Learner Outcomes
Upon completing this course, the student will be able to

· Identify safety requirements of OSHA and Universal Precautions.
· Perform quality control procedures.
· Demonstrate the proper technique for collecting and processing specimens.
· Perform phlebotomy procedures.
· Identify CLIA Waived Tests.

Recommended Texts
Medical Laboratory Procedures, Palko/Palko 1999

ISBN 0-02-802014-6 (Text)

ISBN 0-02-802015-4 (Instructor’s Manual)
Medical Assisting: Administrative and Clinical Competencies, 2/e, Ramutkowski/Booth/Pugh/Thomson/Whicker 2005

ISBN 0-07-297410-9 (Text)

ISBN 0-07-294781-0 (Workbook)

ISBN 0-07-294783-7 (Instructor’s Resource Binder)

Online Learning Center www.mhhe.com/medicalassisting 

Clinical Procedures for Medical Assisting, 2/e, 
Ramutkowski/Booth/Pugh/Thomson/Whicker 2005

ISBN 0-07-297451-6 (Text)

ISBN 0-07-297148-7 (Workbook)

ISBN 0-07-294783-7 (Instructor’s Resource Binder)

Online Learning Center www.mhhe.com/medicalassisting 

Ancillaries

Phlebotomy for Health Care Personnel, Fitzgerald/Dezern 2002

ISBN 0-07-820304-X (Text with CD-ROM)

ISBN 0-07-821035-6 (Instructor’s Manual with Presentation Software)

Electrocardiography for Health Care Personnel 2e, Booth/DeiTos/O’Brien 2008
Tentative publication April 2007

ISBN 0-07-330209-0 (Text with CD-ROM)

ISBN 0-07-330183-3 (Instructor’s Manual with Instructor’s Productivity CD-ROM)
Electrocardiography for Health Care Personnel, Haddix/Deitos 2001

ISBN 0-07-820308-2 (Text with CD-ROM)

ISBN 0-07-821034-8 (Instructor’s Manual with Presentation Software)

First Aid 2e, National Safety Council 2007

ISBN 0-07-329695-3 (Text with Pocket Guide)

ISBN 0-07-329616-3 (Instructor’s Resource Kit)

Alternate Course Titles



Procedures in the Medical Office Laboratory



Laboratory and Diagnostic Tests



Specimen Collection and Processing



Medical Assisting Diagnostic Procedures



Urinalysis and Microbiology



Hematology

PHARMACOLOGY 
3 Credit Hours
Prerequisite

Math placement test

Course Description
This is an introductory course that explores commonly prescribed drugs by their drug classification and uses, along with side effects and contraindications.  This course follows a systems approach and basic drug computations are taught.

Learner Outcomes
Upon completing this course, the student will be able to

· Utilize a drug reference guide.
· Discuss the pharmacodynamics of various drug classifications/categories.
· Demonstrate the proper procedure for administering drugs utilizing various Routes, including intravenous.
· Demonstrate the proper procedure for monitoring, maintaining, and initiating IV therapy
· Demonstrate the proper procedure for storing and maintaining medications.
· Convert units of measure as needed to calculate and accurately administer prescribed dosages.

Recommended Texts
Administering Medications, 5/e, Gauwitz 2005

ISBN 0-07-845505-7 (Text)
ISBN 0-07-297514-8 (Instructor’s Manual w/Instructor Productivity CD-ROM)

Website www.mhhe.com/pharmacology 

Pharmacology: An Introduction, 5/e, Hitner/Nagle 2005 

ISBN  0-07-312275-0 (Text)

ISBN  0-07-860036-7 (Instructor’s Manual and Instructor Resource Center)

Website www.mhhe.com/pharmacology 

Basic Concepts in Pharmacology: A Student’s Survival Guide, 3/e, Stringer 2006
ISBN 0-07-145818-2 (Text)
Math and Dosage Calculations for Medical Careers, 2/e, Booth/Whaley 2007
ISBN 0-07-302262-4 (Text and CD-ROM)

ISBN 0-07-301964-X (Instructor’s Manual)

Online Learning Center www.mhhe.com/mathdosage2e 

Alternate Course Titles



Medications and Calculations for Health Careers



Pharmacology and Medications for Medical Assisting



Drugs and Dosage Calculation and Administration



Medication Administration



Pharmacology and Medication Administration



Pharmacology for Medical Assistants



Pharmaceutical Principles and Medication Administration
MEDICAL EXTERNSHIP 
4 Credit Hours



Prerequisites
Medical Terminology

Administrative Skills I and II

Anatomy and Physiology

Clinical Skills I and II

Medical Law and Ethics

Medical Insurance 

Medical Coding

Course Description
The medical externship provides school-coordinated work experience in a medical setting. This course is coordinated and graded by faculty. Faculty reviews employer agreements, job descriptions, and employer evaluations. Students gain practice with administrative and clinical duties and receive constructive employer feedback.

Learner Outcomes
Upon completing this course, the student will be able to

· Demonstrate an understanding of good work ethics.
· Perform administrative and clinical duties with minimal supervision.
· Develop portfolio to market.
· Participate in self and peer evaluations.

Recommended Texts
Medical Assisting: Administrative and Clinical Competencies, 2/e, Ramutkowski/Booth/Pugh/Thomson/Whicker 2005

ISBN 0-07-297410-9 (Text)

ISBN 0-07-294781-0 (Workbook)

ISBN 0-07-294783-7 (Instructor’s Resource Binder)

Online Learning Center www.mhhe.com/medicalassisting 

Clinical Procedures for Medical Assisting, 2/e,   

Ramutkowski/Booth/Pugh/Thomson/Whicker 2005

ISBN 0-07-297451-6 (Text w/Student CD-ROM)

ISBN 0-07-297148-7 (Workbook)

ISBN 0-07-294783-7 (Instructor’s Resource Binder)

Online Learning Center www.mhhe.com/medicalassisting 

Administrative Procedures for Medical Assisting, 2/e, Ramutkowski/Booth/Pugh/Thomson/Whicker 2005

ISBN 0-07-297450-8 (Text w/Student CD-ROM)

ISBN 0-07-297149-5 (Workbook)

ISBN 0-07-294783-7 (Instructor’s Resource Binder)
Online Learning Center www.mhhe.com/medicalassisting 

Medical Assisting Review: Passing the CMA and RMA Exams, 2/e, Moini 2005
ISBN 0-07-297684-5 (Text w/Student CD-ROM)
Getting and Keeping the Job You Want, 2/e, Ferrett 2003 
ISBN 0-07-830509-8 (Text)

ISBN 0-07-830511-X (Instructor’s Manual)

Career Directions, 4/e, Yena 2007

ISBN 0-07-312314-5 (Text)

ISBN 0-07-312315-3 (Instructor’s Resource CD)

Professional Development Series: Books 1-4, Pace 2006

ISBN 0-07-312853-8 (Books 1-4)

ISBN 0-07-860570-9 (Book 1: The Workplace: Today & Tomorrow)
ISBN 0-07-860569-5 (Book 2: The Workplace: Interpersonal Strengths & Leadership)
ISBN 0-07-829830-X (Book 3: The Workplace Personal Skills for Success)
ISBN 0-07-829831-8 (Book 4: The Workplace: Chart Your Career)
ISBN 0-07-829832-6 (Instructor’s Resource CD-ROM)

Alternate Course Titles



Medical Practicum



Medical Co-Op



Medical Internship



Occupational Work Experience

WORD PROCESSING 
3 Credit Hours
Prerequisite

Medical Keyboarding

Course Description

This course introduces students to using a word processing program. Students learn to create, save, edit, and print documents. Basic text and graphic features are also introduced.

Learner Outcomes

Upon completing this course, the student will be able to

· Describe the basic functions of a word processing program.
· Create, save, edit, and print documents.
· Generate creative document presentations using text and graphic illustrations.

Recommended Texts

Processing Medical Documents Using Word Perfect, 2/e, Poland 2000
ISBN 0-02-804745-1 (Text with IBM 3.5 Data Disk)

ISBN 0-02-804746-X (Instructor’s Manual with Solutions Disk)

Gregg College Keyboarding & Document Processing 10/e Ober 2006

ISBN 0-07-296340-9 (Text Lessons 1-20)

ISBN 0-07-296341-7 (Text Lessons 1-60)

ISBN 0-07-313841-X (Kit 1, Lessons 1-60, Word 2003)

ISBN 0-07-296344-1 (Instructor Wrap Around Edition, Lessons 1-60)

ISBN 0-07-305421-6 (Campus Software with Installation Guide)

Alternate Course Titles



Medical Office Document Processing



Using Word Processing Applications

ACCOUNTING 
3 Credit Hours
Prerequisite

None

Course Description

This course teaches the principles of accounting and the accounting cycle. Income determination and financial transactions are introduced, with practical applications involving managing payroll for the medical office.

Learner Outcomes

Upon completing this course, the student will be able to

· Identify basic principles of accounting.
· Accurately record data in journals and ledgers.
· Describe financial generation and reporting practices.
· Prepare payroll.

Recommended Texts

Accounting Fundamentals, 7/e, Curran/Flashner 2006

ISBN: 0-07-319351-8 (Text w/Student CD-ROM)

ISBN: 0-07-301462-1 (Instructor Resource CD-ROM)

College Accounting, 11/e, Price/Haddock/Brock 2007

ISBN 0-07-322938-5 (Student Edition Chapters 1-13)

ISBN 0-07-320348-3 (Study Guide and Working Papers Chapters 1-13)

ISBN 0-07-322649-1 (Instructor’s Wraparound Edition)

ISBN 0-07-327707-X (Instructor Resource CD-ROM Chapters 1-13)

Alternate Course Titles



Business Math and Basic Accounting



Introductory Accounting



Basic Principles of Accounting



Accounting for Allied Health

RESOURCES

The process of accreditation for medical assisting programs is not mandatory. The following are the names of organizations and associations that can provide information about the process of accreditation for medical assisting programs and credentialing for graduates of approved programs.

American Association of Medical Assistants

Department of Accreditation                         

20 North Wacker Drive, Suite 1575                        

Chicago, IL 60606-2903                                

(800) 228-2262                                  

www.aama-ntl.org
Commission on Accreditation of Allied Health Education Programs

35 East Wacker Drive

Chicago, IL 60601

(312) 553-9355

www.caahep.org
         
Registered Medical Assistants of American Medical Technologists                   

Department of Accreditation                           

     710 Higgins Road                                                

Park Ridge, IL  60068-5765                      

(847) 823-5169                                  

www.amt1.com
Accrediting Bureau of Health Education Schools

7777 Leesburg Pike, Suite 314 North
Falls Church, VA 22043

(703) 917-9503, FAX: (703) 917-4109

www.abhes.org
National Healthcareer Association (NHA)                   

National Headquarters

134 Evergreen Place, 9th Floor

East Orange, NJ 07018

(800) 499-9092, FAX: (973) 678-7305

www.nha2000.com
Note: This organization handles specialty certifications.
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