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Instructor’s Resource Manual

National Accreditation Competencies and Content

	CAAHEP COMPETENCIES
	ABHES COMPETENCIES

	General

3.c.(4)(c). Utilize computer software to maintain office systems
	Communication

2.n. Application of electronic technology

Administrative Duties

3.d. Apply computer concepts for office procedures

Office Management

6.d. Evaluate and recommend equipment and supplies for practice

Financial Management

8.a. Use manual and computerized bookkeeping systems


LEARNING OBJECTIVES

1. Define, spell, and pronounce the terms listed in the vocabulary.

2. List several ways that the computer can be effective in a medical office.

3. Explain the basic functions that a computer performs.

4. Explain the basic parts of a computer.

5. List the three elements that differentiate microprocessors.

6. Discuss the differences among various types of printers.

7. Explain the importance of a motherboard.

8. Explain and give examples of peripheral devices.

9. List and discuss several types of file formats.

10. Explain the concept of computer networking.

11. Define the function of browsers.

12. Discuss the importance of computer security.

PREPARING TO TEACH

Prepare to teach the material to the students by completing the following tasks.

· Review the chapter.

· Review the lecture outline in the PowerPoint slides on the enclosed CD-ROM. Print a copy to use as lecture notes. Use the PowerPoint slides during your lecture.

· Determine which activities will be assigned to students.

· Compile the chapter test and key from the test bank.

PREPARING TO LEARN

Assign the following tasks to the students when beginning this chapter.

· Read the material. Prepare three to five questions based on the reading material that should be brought to class for discussion.

· Complete the Study Guide for this chapter.

· Find the vocabulary terms in the text, highlight them, and be able to define them.

· Study the tables and figures included in the text.

· Complete the corresponding chapter on the Evolve website.

SCENARIO 

Have a student read the scenario. Present the questions offered at the end of the scenario to the students for consideration as they progress through the chapter.

Summary of Scenario

Dr. Bouchard is a progressive physician who believes that the use of technology will assist him in the care of his patients and help his office to run more efficiently. The computer assists the staff to complete tasks in a timely manner and provides records of business transactions. Staff members are able to function much faster than when records were kept by hand. He understands the need to train his staff and keep them up to date on the latest versions of their computer software. His willingness to close his office for staff-wide training demonstrates his commitment. He is cost conscious and looks for the best available equipment for the investment he is willing to make.


Dr. Bouchard often uses digital camera equipment to take "before" and "after" pictures of his patients, but only with their special written consent. He also uses the computer to send his patients a monthly email newsletter with health information and special news about the practice.

He monitors his staff's Internet use but is reasonable about allowing them a small degree of personal access on breaks and at lunch. The doctor cautions his staff about accessing medical records that they are not actively involved with in patient care to avoid invading the patient's privacy. The computer system prints a daily log of all employees and what information they accessed throughout the day, so he stresses the importance of logging on and off the computer using their individual passwords and log-on IDs. Dr. Bouchard's employees realize the importance of keeping medical information private. Unless a staff member needs to know the information in the chart to care for the patient, he or she may be accused of invading the patient's privacy when accessing medical information.

He is very interested in new developments for healthcare facilities, such as those that will allow his patients to check themselves in and gain access to limited information about their own medical record. He has a vision that one day his patients will be able to download their statements or perhaps their child's immunization records from their home computers, reducing the staff's workload and providing instant access to some information for his patients. Insightful physicians like Dr. Bouchard see the computer as a co-worker in the medical facility.

POINTS TO REINFORCE

· Computers are one of the most useful types of equipment in use in the physician’s office today.

· Information on computers must be kept private.

· Staff members should not use the computers at work for personal reasons.

· Stay up to date and take continuing education classes to gain proficiency in computer use.

Summary of Learning Objectives

1.
Define, spell, and pronounce the terms listed in the vocabulary.
· Spelling and pronouncing medical terms correctly adds credibility to the medical assistant. Knowing the definition of these terms promotes confidence in communication with patients and co-workers.

2.
List several ways that the computer can be effective in a medical office.

· The computer can be an effective tool in the medical office. It performs repetitive tasks, reduces errors, speeds up production, recalls information on command, saves time, reduces paperwork, and allows for more creative and productive use of workers’ time.

3.
Explain the basic functions that a computer performs.

· The computer performs four basic functions: input, processing, output, and storage. Input includes information that is put into the computer, and output is information that comes out of the computer. Processing is in-between, and is the actual manipulation of data. Storage is the retention of data inside the computer or on storage media.

4.
Explain the basic parts of a computer.

· Several basic parts make up a computer system. The microprocessor is the brains of the system that interprets the instructions given to it by an application program. The monitor allows the user to see immediate output on a screen, and printers allow the output to be printed to a hard copy. The keyboard and mouse serve as input devices.

5.
List the three elements that differentiate microprocessors.

· Three elements differentiate microprocessors. The bandwidth describes the amount of information that can be sent over a connection at one time, and the clock speed determines the number of instructions per second that the processor can handle. The instruction set is the instructions that the microprocessor can execute.

6.
Discuss the differences among various types of printers.

· Three main types of printers are in use in today’s medical offices. Dot matrix printers produce output of moderate quality but are inexpensive. Inkjet printers use a cartridge and a heating element to produce an image on a page. A laser printer uses technology similar to a photocopier.

7.
Explain the importance of a motherboard.

· The motherboard is the main connection board to which all other devices are connected inside the computer. It contains all of the essential wiring and expansion devices needed to operate the computer, as well as the battery that keeps the clock and calendar running when the computer is turned off.

8.
Explain and give examples of peripheral devices.

· Peripheral devices, such as scanners, Zip drives, and other devices, are not necessary to the function of the computer but perform special functions.

9.
List and discuss several types of file formats.

· File format refers to the extension just after the filename and describes the method used to save the file. This also helps to identify the type of file on the computer. For example, a JPEG file is often used for photographs, a GIF file is used for scanned illustrations or images, and a TXT file is usually specifically for text for a printed page.

10.
Explain the concept of computer networking.

· Computer networks are groups of two or more computers linked together. These networks can be local or can cover a city or wide geographic area. Some are limited to a few buildings. Networks often share resources, such as printers.

11.
Define the function of browsers.

· Browsers are software applications that allow a user to find information on the Internet. They are able to show graphics, and often multimedia, such as videos. Commonly used browsers include Internet Explorer and Netscape Navigator.

12.
Discuss the importance of computer security.

· Computer security is critical, especially because confidential patient information is stored on computers in medical facilities. Several methods may be used to enhance computer security, such as the use of firewalls and antivirus programs. Restrictions on who may log in and the use of passwords also will assist the facility to ensure that only authorized individuals have access to confidential information.

STUDENT ACTIVITIES

1. Open a computer and allow students to view the inside of the machine. Discuss and identify the various parts of the internal workings of the computer.

2. Load a program onto the computer, then delete the same program from the hard drive.

3. Research software for use in the medical office. Prepare a short presentation for the class on each type of software found.

4. Allow students to create a game designed to teach basic computer concepts.

5. Research websites for medical facilities online and have each student prepare a report on one facility, explaining the good and bad aspects of the site design and usability.

6. Visit a medical facility, and tour the Information Management Department.

7. Invite a professional organization to send guest speakers to explain their network, emphasizing its efficiency and usability.

8. Invite a computer networking technician to demonstrate basic networking skills to the class. 

9. Ask the school’s information services director to explain the design of the school’s network and how it functions, as well as the departments it serves.

10. Create a class website with news and information about its members.

CHAPTER 8 STUDY GUIDE ANSWER KEY

VOCABULARY REVIEW

Fill in the blanks with the correct vocabulary terms from this chapter.

1. Jacob uses a CD burner to write data onto a blank compact disk and stores the CD as a backup for the clinic’s blank forms.

2. To assist him with patient diagnosis, Dr. Matthews uses software that is equipped with a type of artifical intelligence.
3. The smallest unit of information inside the computer is called a bit.
4. Olivia installed new application software on the office computers that will allow patients to check in without the assistance of a receptionist.

5. Ethan has asked that all of the computer users in the clinic clear the computer cache periodically so that websites stored there will be erased and the system will run faster. 

6. Isabella is proficient at using Java because she has studied this object-oriented programming language.

7. The office manager asked Samantha to print a hard copy of the minutes of the meeting for each person attending.

8. Daniel likes to change the font in the different sections of the clinic’s patient newsletter to make it more readable and attractive.

9. A picture that represents a program or an object on the computer is called an icon.
10. Information entered into and used by the computer is called input.
11. Tyler is responsible for the operation of the clinic’s server, which manages shared network resources.

12. Information that is processed by the computer and transmitted to a monitor or printer is called output.
13. Christian was able to easily connect a modem to his home computer, which allows information to be transmitted over telephone lines and allows him to connect to the Internet.

14. Any type of storage of files used to prevent their loss in the event of hard disk failure is called backup.
15. Victoria created a banner to place on Dr. Anthony’s website that advertises the makeup they offer to patients who have had plastic surgery.

16. A disk is a removable device with a magnetic surface that is capable of storing documents; also called a diskette. 
17. A disk drive loads programs or data stored on a disk into the computer.

18. Natalie sends several email messages daily to patients and business associates.

19. The database tracks all patient information, including addresses, phone numbers, and details about insurance coverage.

20. Megan purchased a zip drive to backup the patient database and archive computer files.

SKILLS AND CONCEPTS
Part I: Matching Exercises

Match the following terms with their definitions.

21. Approximately one billion bytes


Answer: f, gigabyte

22.
Approximately one trillion bytes


Answer: a, terabyte

23.
Eight bits


Answer: d, byte

24.
Binary digits


Answer: b, bit

25.
Approximately 1024 bytes


Answer: e, kilobyte

26.
Approximately one million bytes


Answer: c, megabyte

Part II: Input, Output, and Storage Devices

Label each of the following as an input, output, or storage device.

27.
Mouse


Answer: Input

28.
Keyboard


Answer: Input

29.
Printer


Answer: Output

30.
Scanner


Answer: Input

31.
Speakers


Answer: Output

32.
CD-ROM


Answer: Storage

33.
Zip drive


Answer: Storage

34.
Touch screen


Answer: Input

35.
Floppy disk


Answer: Storage

36.
Flash drive



Answer: Storage

Part III: Parts of the Computer

Provide the name of the computer part described in the sentences below.

37. Central unit of the computer that contains the logic circuitry and carries out the instructions of the computer’s programs


Answer: Microprocessor

38. Main circuit board of the computer


Answer: Motherboard

39. Devices that are inserted into a computer that give it added capabilities


Answer: Expansion boards

40. Device used to display computer-generated information


Answer: Monitor

41. Magnetic disk inside the computer that can hold several hundred gigabytes of information and is used to store the application software that runs on the computer


Answer: Hard drive

42. Device used to take information from one CD-ROM and write it to another CD-ROM


Answer: CD burner

43. Device over which data can be transmitted via telephone lines or other media, such as coaxial cable


Answer: Modem

44. Allows music or MIDI files to be heard from the computer


Answer: Sound card

45. Software that is installed on a computer to allow a hardware device to function


Answer: System software

Part IV: The Computer as a Coworker

List seven ways that computers assist workers in medical offices.

46. They assist in filing insurance claims.
47. They provide demographic information about patients.
48. They assist with billing and collection tasks.
49. They organize large volumes of patient information.
50. They assist with appointment scheduling.
51. They are used in marketing activities.
52. They provide backup for important patient information.
Part V: Basic Computer Functions

Describe how the following functions are performed on the computer.

53. Open a document

Answer: A document stored on the computer can be opened by clicking on its icon, if it is stored on the desktop. If the document is stored in a folder, open the folder and click on the document icon.

54. Save a document

Answer: Most toolbars have a button that allows a document to be saved to a folder or to the desktop. Click the button, then name the file so that it can be easily found when it is needed. Word processing programs usually have a "save as" option as well, so that a document can be saved and edited without changing the original file.

55. Rename a document

Answer: Renaming files is as simple as clicking twice on the filename and typing in the new one. The user can also right-click on the document icon and select "rename," which will allow the user to change the name of the document.
56. Cut and paste text

Answer: Text can be moved from one place to another by cutting and pasting. First, highlight the text that is to be moved, then press the "cut" button. This function can also be accomplished by right-clicking the mouse and selecting "cut." Next, place the cursor at the point where the text should be inserted, then click the "paste" key or right-click the mouse and select “paste.”

57. Copy text

Answer: Text can be copied from one place to another by cutting and pasting. First, highlight the text that is to be moved, then press the "copy" button. This function can also be accomplished by right-clicking the mouse and selecting "copy." Next, place the cursor at the point where the text should be inserted, then click the "paste" key or right-click the mouse and select "paste"
58. Exit a program

Answer: Press the "x" key on the upper right-hand corner of the screen to exit a program. If the work has not yet been saved, the user will be prompted to either save the document or cancel the action. The user can also exit the program by clicking on "file" then "exit."
59. Turn the computer on

Answer: Press the power button on the computer and the monitor. Wait for the computer to boot and the desktop to appear. At that point, the computer is ready for use.
60. Turn the computer off

Answer: In a Windows environment, click on the start button, then the "turn off computer" icon, then either shut down or restart the computer.

Part VI: Short Answer Questions

Provide the answers to the questions in the blanks below.

61. The three elements that differentiate microprocessors are:

a. Bandwidth
b. Clock speed
c. Instruction set
62. Explain peripheral devices, and give one example of a peripheral device.

Answer: Peripheral devices are those that are not essential to the operation of the computer. For instance, the computer will operate without a modem, although a modem is necessary to access the Internet.
63. What is the function of a browser?

Answer: Web browsers are software applications that allow the user to locate and display web pages. Two commonly used browsers are Netscape Navigator and Microsoft Internet Explorer.

64. Define computer networking.

Answer: A network is a group of two or more computer systems that are linked together.

65. Why is computer security so important in today’s medical office?

Answer: Vital, confidential patient information is stored on computers in medical offices, and this information must be protected.

Part VII: File Formats and Printer Types

Match the following terms with their definitions.

66. Inexpensive printer that provides a moderate-quality hard copy

Answer: f, dot matrix

67. File format that supports color and is often used for scanned images

Answer: b, .gif

68. Bitmapped graphics that are compiled by a graphics image set in rows or columns of dots

Answer: e, .bmp

69. Printer output similar to that of a photocopier; capable of complex graphics

Answer: c, laser

70. Characters in this file format are represented by their ASCII codes

Answer: g, .txt

71. File type that is commonly used for photographs

Answer: d, .jpg

72. File type that combines ASCII codes with special commands that distinguish variations

Answer: i, .rtf

73. File usually created by a word processor for various documents, including letters and forms

Answer: a, .doc

74. Printer that uses a heating element that is energized during the printing process

Answer: h, ink jet

75. Type of printer that serves as a scanner, fax, and copier

Answer: j, multifunctional

CASE STUDY

Read the case study and answer the questions that follow.

Brooke Comis works for Dr. Tomms as a clinical medical assistant. She is a former office computer specialist who worked in the computer field for 12 years before she entered medical assisting school. She changed career fields because of the work prospects in technology and acted on her dream to enter the medical field. Unfortunately, she is the only person in the office who is knowledgeable about computers, the Internet, and networking. Whenever a computer is not functioning correctly or a problem occurs with the network, Dr. Tomms summons Brooke and expects her to fix it. When the physician decided to buy new computers, he expected Brooke to assemble all of them and set up a new network. Brooke gets more and more irate each time she is asked to perform these duties, because she is not compensated other than her normal hourly pay. She knows that if Dr. Tomms paid someone to do this work, it would cost him more than her monthly salary. Brooke is not certain how to approach this situation with the physician. What should she do first? How should she approach the physician? Should she refuse to perform computer work? What could happen if she refuses?

Answers will vary.

WORKPLACE APPLICATION

Assume that you have been selected to order a new computer system for the physician. Clinic personnel include three physicians, six administrative personnel, and four clinical assistants, plus you, the office manager. Describe the minimum equipment needed. Consider printers, Internet access, scanners, and wireless needs. Investigate computers using the Internet, and prepare a folder with photos and/or specifications that detail the equipment you have selected.

INTERNET ACTIVITIES

Use the Internet to locate a company that sells computers in your geographic area. Explore the site. Find a computer that you might consider purchasing, then answer the following questions.

1. 
How much RAM and ROM does the system have?

2. 
What is the clock speed?

3. 
What is the baud rate of the modem?

4. 
What software, if any, comes with the system?

5. 
What is the total cost before taxes are applied?

Answers will vary based on information found on the Internet.

CHAPTER 8 QUIZ

1. Clock speed is measured in megahertz.
2.
A DSL modem can operate while the phone is in use.


Answer: True

3. What is a major advantage of a laser printer?


Answer: The quality of the laser printer is better than that of the dot matrix or ink jet printer.

4. Name two pieces of hardware.

Answers may include CPU, printer, monitor, mouse, scanner, and so on.

5. LAN stands for local area network.
6. What are applications, in relation to computers?


Answer: Computer programs that are loaded onto the hard drive to perform certain tasks.
7. A megabyte contains 1 million bytes of data.

8.
A printer is an output device.


Answer: True

9. A zip drive is a storage device.

10. A gigabyte contains 1 billion bytes of data.
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