Boston Reed College

Administrative Medical Assistant

Student Course Outline

Module
Assignment
Medical Terminology
Distance Learning

1
Chapter 1 Becoming a Successful Student

Chapter 4 Professional Behavior in the Workplace

Chapter 5 Interpersonal Skills & Human Behavior
Medical Terminology


2
Chapter 2 The Medical Profession 

Chapter 8 Computers in the Medical Office
The Human Body 

Word Part Review


3
Chapter 06 Medicine and Ethics 

Chapter 07 Medicine and Law 

Chapter 11 Patient Reception & Processing
Integumentary System
 

4
Chapter 9 Telephone Technique

Chapter 10 Scheduling Appointments
 Muscular System


5
Chapter 13 Written Communications & Mail Processing
 Nervous System


6
Chapter 20 The Health Insurance Claim Form

Chapter 19 Basics of Health Insurance
 Cardiovascular System


7
Practice Management Systems 

Registering a new patient, assigning primary and secondary insurance, registration documents.
PM System Setup and Registration Documents


8


Midterm Review

Midterm



Page 2

Module


Assignment
Medical Terminology
Distance Learning

9
Chapter 14 Medical Records Management

Chapter 15 Health Information Management
Lymphatic and Immune Systems


10
Chapter 21 Professional Fees, Billing & Collecting

Chapter 23 Management of Practice Finances
 Digestive System


11
Chapter 17 Basics of Diagnostic Coding

Chapter 18 Basics of Procedural Coding
 Skeletal System


12
Chapter 22 Banking Services and Procedures

Chapter 24 Medical Practice Management
Endocrine System


13
Chapter 12 Office Daily Operations 

Chapter 16 Privacy in the Medical Office
Respiratory System
 

14
Chapter 25: Medical Practice Marketing 

Chapter 26 Medical Emergencies
Special Senses: Eyes & Ears


15
Chapter 3 Medical Assisting Profession 

Chapter 27 Career Development & Life Skills
 Urinary System


16


Final Review

Final



