Independence Adult Education Center

Medical Office Administration

(18 week Course Outline)



1.    Week 1 

a.          Attendance / Admin, Internet Resources

b.         Browser Terminology, Begin Medical Vocabulary

2.    Week 2 

a.          Lecture - Administrative Medical Assisting, General, Legal, and Ethical considerations

b.         Lab- Medical Terminology (Prefixes and Suffixes)  

3.    Week 3 

a.          Lecture – Patient Reception and Processing, Intro. to admin. documents

b.         Lab- Integumentary System, Office Skills Practice

4.    Week 4   

a.          Lecture -   Telephone Techniques  - Verbal and Non-Verbal Communication

b.         Lab   - Skeletal System, Computers in the medical office, Types of  Medical Software

5.    Week 5 

a.          Lecture -   Written Communication  (Forms and Letters)

b.         Lab    - Overview of a Computerized Practice Management System

6.    Week 6 

a.          Lecture - Understanding Health Insurance

b.         Lab   - Cardiovascular System, Insurance setup, eligibility, authorizations

7.    Week 7  

a.          Lecture - Basics of Diagnostic Coding & Basics of Procedural Coding

b.         Lab   - Respiratory System - Charge Entry , daily close

8.    Week 8  

a.          Lecture  - Appointment Scheduling, Authorizations, co-pays and receipts

b.         Lab   - Digestive System – Daily schedule and reports, patient recall and follow-up

9.    Week 9 

a.          Lecture  - Midterm Review

b.         Lab    -  Midterm  

10.         Week 10 

a.          Lecture  - Professional Fees, Billing and Collection, CMS 1500 Form

b.         Lab    - Endocrine System, Charge entry, Claim submission

11.         Week 11 

a.          Lecture  - Payment Posting and Statements

b.         Lab    - Urinary System,  Posting from EOB’s

12.         Week 12 

a.          Lecture  - PM System Setup, Financial and Management reporting

b.         Lab    - Digestive System, Daily, Monthly, and ad hoc reporting.
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13.         Week 13 

a.          Lecture  - Electronic Claims, Electronic Remittance, Eligibility & Authorizations

b.         Lab     - Lymphatic/Immune System,  PM system practice

14.         Week 14 

a.          Lecture  -  HIPAA

b.         Lab   -  Word Part Review - Medical Transcription

15.         Week 15 

a.          Lecture  -   Medical Records & EMR, Contents, Filing

b.         Lab  -  Preparing a new chart, adding information to the chart

16.         Week 16  

a.          Lecture  -  Career development & Life Skills, Professionalism

b.         Lab  -  Preparing' a resume and cover letter, Interviewing practice

17.         Week 17 

a.          Lecture  -  Practice & Review

b.         Lab  -  Practice & Review

18.          

a.          Lab       - Final Exam 

b.         Lecture -   Final Exam

________________________________________________________________





Text Books 

“Medical Language Instant Translator”

Author: Davi-Ellen Chabner

ISBN: 0-7216-8582-X

Publisher: W.B. Saunders Company

The Curtis Center

Independence Square West

Philadelphia, Pensylvania 19106



“Administrative Procedures for Medical Assisting “, 2nd Edition

  Barbara Ramutkowski, PIMA MEDICAL INSTITUTE 

Publisher: McGraw Hill

©2005, ISBN 0072974508 

 

 



