SHAWNEE STATE UNIVERSITY

COURSE SYLLABUS

BUOA 2130
Medical Office Administration 
Credit Hours:
3 
Course Description:

Medical Office Administration is designed for beginning medical transcription students. Many types of dictated medical documents, including chart notes, history and physical reports, consultations, office procedure notes, x-ray reports, progress reports, and letters will be transcribed.  All work is completed using Word 2007. In addition, Medisoft Advanced Version 11 will be completed which includes a tutorial and a simulation for a patient billing and accounting software program.

Prerequisites: BUOA 1140 and 2110 
Goals and Objectives:

The goals of this course are as follows: 
· to develop your ability to transcribe medical documents into mailable copy form at an acceptable rate of speed and accuracy.
· to demonstrate an understanding of selected medical terminology.

· to understand the importance of personal and professional ethics as they apply to the medical office.

· to demonstrate an understanding of a patient billing and accounting software program. 

The objectives of this course are as follows:
· Students who complete this course will be able to apply written communication skills, including punctuation, capitalization, grammar, sentence structure, letter and report format as evidenced by transcripts.
· Students who complete this course will be able to demonstrate an understanding of selected medical terminology as evidenced by transcripts.
· Students who complete this course will be able to develop speed and accuracy during medical transcription as evidenced by transcripts.
· Students who complete this course will be able to input patient information and transactions, create insurance claims, produce patient statements, enter payments and adjustments, produce reports, and create collection letters as evidenced by completed exercises.

Student Responsibilities:
Attendance: Class attendance is mandatory for all work on the day scheduled.  A zero is recorded for all work missed during an unexcused absence.  Students missing class because of legitimate reasons must consult with the instructor by telephone concerning the absence.  Legitimate absences do not excuse the student from class responsibilities.  Examples of reasons to be excused by the instructor are serious illness, death in the family, or institutional activities.  Documentation for absences may be required.

You are responsible for the activities of each class period.  Assignments are due as stated on the attached weekly schedule.  Assignments one class period late will receive half credit. Assignments one week or more late will receive no credit.

Academic Integrity:  You are required to do your own work on all assignments.  Any form of cheating may result in a grade penalty or your being withdrawn from the course as well as dismissal from the University.  See page 38 of the SSU catalog.

University Disability Statement:
For students who have a specific physical, psychiatric, or learning disability and require accommodations, please let me know early in the quarter so that your learning needs may be appropriately met. By law, it is your responsibility to provide documentation of your disability to the Office of Disability Services, located in the Student Success Center, Massie Hall, (Ph) 351-3594, PRIOR to receiving services.

Evaluation:

The transcription portion of the class will be evaluated as follows:

100% of the final grade—tests from chapter contents



     —transcription into mailable copy

	Mailable Copy Scale
	Test Scale

	A--Perfect Copy

B--1 Correctable Error

C--2 Correctable Errors

D--3 Correctable Errors

F--4 or More Errors


	A--90-100%

B--80-89%

C--70-79%

D--60-69%

F--Below 60%


The Medisoft portion of the class will be evaluated using the above test scale.

Instructional Delivery Method:
The class will be conducted onsite.

Licensure or Accreditation Statement:
Not applicable
Topics to be Covered:
Computers in the Medical Office will be used to complete a tutorial and a simulation. Once you learn how to operate the Medisoft Advanced Version 11 program by completing the tutorial, you will practice those skills by working through the simulation.
Chapters 1-7 of Introduction to Medical Office Transcription will be covered.  Tests from chapter contents will be given throughout the semester.  You will transcribe mailable copy with deadlines set for each assignment as you progress through the semester.

Tentative Schedule

	Week
	Chapter
	Topic

	1
	1

2

3

4
	The Medical Office Billing Process

Information Technology and HIPAA

Introduction to Medisoft

Entering Patient Information

	2
	5

6
	Entering Insurance, Account, and Condition Information

Entering Charge Transactions and Patient Payments

	3
	7

8
	Creating Claims

Posting Insurance Payments and Creating Patient Statements

	4
	9

10
	Printing Reports

Collections in the Medical Office

	5
	11

12
	Scheduling

Handling Patient Records and Transactions

	6
	13

14
	Setting Up Appointments

Printing Lists and Reports

	7
	15
	Putting It All Together

	8
	15
	Putting It All Together

	9
	1
	Introduction to Medical Transcription

	10
	2
	The Patient’s Medical Record

	11
	3
	The Integumentary System

	12
	4
	The Respiratory System

	13
	5
	The Cardiovascular System

	14
	6
	The Digestive System

	15
	7
	The Endocrine System
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