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Course Description: Introductions to computers in Medical Office, covers the general flow of information in a medical office and the role that computers play. Medisoft Advanced Patient Accounting 

training, teaches students how to start, input data and use Medisoft to bill patients, file claims, record data, print reports, and schedule appointments. The sequence takes the student through Medisoft in a clear, concise manner. Each chapter includes a number of exercises that are to be done at the computer. These exercises give the student realistic experience using an administrative medical software program.   
Required Textbook: Computers Medical Office, Susan M. Sanderson  
Course Objectives/ Competencies:

· Discuss the role of information technology in medical offices

· Describe the features of electronic medical record system

· Discuss the advantages of electronic prescribing

· Explain the functions of a practice management program

· Explain the role of a clearing house in process electronic claims

· Describe the purpose of the health insurance Portability and Accountability Act of 1996

· Explain how the HIPPA Electronic Transaction and Code Sets standards relate to insurance claims

· Discuss how the HIPPA Privacy Rule protest patient health information

· Describe the safeguards outlined in the HIPPA Security Rule

Course Requirements:

· Complete all reading assignments and exercises

· Complete all examinations

· Participate in activities and discussions

Grading:
     Students will be evaluated awarded points for:

· Weekly Test

· Mid-Term/Final Examinations 

This course will cover all chapters in the textbook (tentatively). Students will be tested on a weekly basis on material from each chapter in the textbook. The final grade will be an average of all print outs and test, including mid-term for final score.

Grading Scale:

A- 100-90

B- 89-80

C- 79-70

D- 69-60

E- 59-0

Course Policies:

                 Participation: is the key success in the course. Students missing more than three tests may be 

                                         dropped from this course

                Assignment:  Student who fail to complete courses assignments and examinations will receive a 

                                         grade of F for the semester

               Academic Honesty: Is expected at all times

Course Assignment: Student is expected to complete all assignments and examinations on weekly basis.  

                                 Weekly test is given; everyone is expected to be in class on test day. If a student is absent;

                                 student must have written documentation for absences, him/her will not receive exam that 

                                 was scheduled.

Courses Outline:

· Week 1- Step 1- Preregister patients
· Week 2- Step 2- Established Financial Responsibility for Visit
· Week 3- Step 3- Check in Patients
· Week 4- Step 4- Check Out Patients
· Week 5- Step 5- Review Coding Compliance
· Week 6- Step 6- Check Billing Compliance 
· Week 7- Step 7- Prepare and transmit Claims
· Week 8- Step 8- Monitor payer Adjudication
· Week 9- Step 9- Generate Patient Statements
· Week 9- Step 10- Follow up Patient payments and Handle Collections
· Week 10- Chapters 2 and 3- Medisoft Advance Training and Information Technology and HIPPA
· Week 11-Chapters 4 and 5- Entering Patient Information and Entering Insurance, Account, and Condition Information
· Week 12- Chapters 6 and 7 – Creating Claims and Entering charge Transactions and Patient Payments
· Week 13- Chapter8 and 9- Posting Insurance Payments and Creating patient Statements and Printing Reports

· Week 14- Chapters 10 and 11- Collections in the Medical Office and Scheduling

· Week 15- Chapter 12 and 13- Setting Up Appointments and Printing Lists Reports/ Review final exam

· Week 16- Chapters 14 and 15- Printing Lists and Reports and Putting It All Together/ Review final exam                                   
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