NORTHEASTERN TECHNI CAL COLLEGE
COURSE QUTLI NE

Ef fective Date Next Revi ew Dat e
COURSE: PREFI X NO. DATE
AOT 164 January 2008 January 2009
CREDI TS CONTACTS
CLASS - LAB - TOTAL
TITLE: Medical Information Processing 3.0 3 0 3

Prerequi sites: Keyboarding or word processing ability.

Description: This course enphasizes devel opnent of
proficiency in producing nedi cal docunents typical
of those used in health care settings.

Text book(s) or Alternative:

Computers in the Medical Ofice, Fifth Edition, by
Susan M Sanderson. Published by McGrawHi || Higher
Educati on, 2007.

Materials (specifying those to be purchased by student):

Students nust purchase: Textbook

and \
USB 2.0 Flash Drive for saving assignnments/files C\/
s

Col | at eral Readi ng:

None

Cl ass Managenent Activities (Attendance, tardies, testing, etc.):

See Cl ass/ Course Policies, handouts, and cal endar of assignnments.

Resources (A-V, persons, tool s/equipnent):

M crocomputers
*Gregg Reference Manual, 8'" Edition
*Medi cal Dictionary

* NOTE: These itens are not to be renoved fromthe | ab.
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Course Topical Qutline (List topics and sub-topics of course) and
Cal endar or approximte |ength of tinme devoted to topic.

Part 1 Introduction To Conputers In The Medical Office

Chapter 1 The Medical O fice Billing Process
Step 1 Preregister Patients

Step 2 Establish Financial Responsibility for Visit
Step 3 Check in Patients
Step 4 Check Qut Patients
Step 5 Revi ew Codi ng Conpli ance
Step 6 Check Billing Conpliance
Step 7 Prepare and Transmit Clains
Step 8 Monitor Payer Adjudication
Step 9 Generate Patient Statenents
1

Step 10 Foll ow up Patient Paynents and Handl e Coll ections
Chapter 2 Information Technol ogy and HI PAA

Medi cal Office Applications

HI PAA and El ectroni c Exchange of Information

Part 2 Medi soft Advanced Trai ning

Chapter 3 Introduction to Medisoft
VWhat is Medisoft?
How Medi soft Data are Organi zed and Stored
The Student Data CD
Starting Medisoft and Loading Practice Data
The Medi soft Menu Bar
The Medi soft Tool bar
Entering and Editing Data
Savi ng Dat a
Del eti ng Dat a
Usi ng Medi soft Hel p
Exiting Medi soft

Chapter 4 Entering Patient Information
How Patient Information is Organized in Medisoft
Entering New Patient Information
Searching for Patient Information
Editing Patient Information

Chapter 5 Entering Insurance, Account, and Condition Information
Working with Cases
Creating a New Case for a New Pati ent
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Course Topical Qutline continued

Chapter 6 Entering Charge Transactions and Patient Paynents
Transaction Entry Overview
The Transaction Entry Di al og Box
Paynment / Adj ust ment Transacti ons

Chapter 7 Creating Clains
I ntroduction to Health Care Cl ai ns
Creating Clains
Editing Clains
El ectronic Cl ains

Chapter 8 Posting Insurance Paynments and Creating Patient
St at enment s

Third-Party Rei mbursement Overvi ew

Rem ttance Advice (RA) Processing

Entering Insurance Carrier Paynments in Medisoft

Creating Statenents

Editing Statenents

Printing Statenents

Chapter 9 Printing Reports
Reports in the Medical Ofice
Usi ng Report Designer

Chapter 10 Collections in the Medical O fice
The I nmportance of Collections in the Medical Practice
Using a Practice Managenent Program for Coll ections
Activities

Chapter 11 Scheduling
I ntroduction to OFfice Hours
Ent eri ng Appoi ntnents
Changi ng or Del eti ng Appoi ntnents
Creating a Recall List
Creating Breaks
Previewi ng and Printing Schedul es

Part 3 Applying Your Know edge

Chapter 12 Handling Patient Records and Transactions
Exercise 12-1: Inputting Patient Information
Exercise 12-2: An Enmergency Visit
Exercise 12-3: Inputting Transaction Data
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Exercise 12-4: Entering a New Patient and Transacti ons

Exercise 12-5: Entering and Applying an |Insurance Carrier
Paynment

Course Topical Qutline continued

Chapter 13 Setting Up Appointnents
Exercise 13-1: Schedul i ng Appoi ntnments
Exercise 13-2: Maki ng an Appoi nt nent Change
Exerci se 13-3: Juggling Schedul es
Exercise 13-4: Adding Patients to the Recall List
Exercise 13-5: Diane Hsu and M chael Syzmanski
Exerci se 13-6: Changing a Transaction Record

Chapter 14 Printing Lists and Reports
Exercise 14-1: Finding a Patient’s Bal ance
Exercise 14-2: Printing a Schedul e
Exercise 14-3: Printing Day Sheet Reports
Exercise 14-4: Creating a Patient Aging Applied Paynment
Repor t
Exercise 14-5: Adding Itens to the Work Li st
Exercise 14-6: Creating a Practice Anal ysis Report
Exercise 14-7: Stewart Robertson
Exerci se 14-8: M chael SyznmanskKi

Chapter 15 Putting It all Toget her

Exerci se 15-1: Schedul i ng Appoi ntnments
Exercise 15-2: Creating Cases

Exerci se 15-3: Entering Transactions
Exercise 15-4: Creating Clains

Exercise 15-5: Entering |Insurance Paynents
Exercise 15-6: Creating Patient Statenents
Exercise 15-7: Printing Reports

Exerci se 15-8: Adding Itenms to the Work Li st
Exercise 15-9: Creating Collection Letters

Students should do all the practice exercises in each
chapter. Students will be graded on the Om Your Om Exercises
listed for each chapter. There will also be six objective tests.

On the back or as attachnents, please include other hel pful

i nformation, such as syllabus, handouts, evaluation instrunents
(test, denonstration, check sheets), bibliography for

I nstructional Division files.
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See cl ass/course policies, handouts, and cal endar of assignnments.

Obj ectives of Course

Upon conpleting this course, the student should be able to:

1. Shoul d be able to describe the billing and rei nbursenent
cycle in a nmedical office.

2. Identify the major types of health plans.

3. Di scuss the process required to balance a nedical office’s
accounts.

4. Di scuss the role of information technol ogy in nedical
of fices.

5. Descri be the purpose of the Health Insurance Portability and

Accountability Act of 1996 (HI PAA).

6. Expl ai n how the HI PAA El ectronic Transaction and Code Sets
standards relate to insurance cl ains.

7. Di scuss how the HI PAA Privacy Rule protects patient health
i nformation.

8. Start and exit Medisoft.

9. Sel ect options on the Medisoft nenus.

10. Enter, edit, delete, and back up and restore data.

11. Use the Medisoft Search feature.

12. Enter personal and enployer information for a new patient.

13. Determ ne when to create a new case and set up a new case.

14. Close and delete a case.

15. Enter charges for procedures.

16. Edit and delete charge transacti ons.

17. Use Medisoft’s Search features to find specific transaction
dat a.

18. Create clains and review them for errors and om ssions.

19. Edit clainms.

20. Add attachments to electronic clains.

21. Record and apply paynents received frominsurance carriers.

22. Record insurance adjustnents and enter capitation paynents.

23. Create, edit and print statenents.

24. Sel ect options available for different report.

25. Preview and print a variety of Medisoft reports.

26. Explain the inmportance of a financial policy in a nedical
practi ce.

27. ldentify the laws that regul ate collections from patients.
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28. Describe the role of a collection agency in obtaining payment
on overdue accounts.

29. Create collections reports, letters, and a collection tracer
report.

30. Start Ofice hours.

31. View an appoi ntment schedul e.

32. Enter, change or delete, and search an appoi ntnent.

I nstructional Methods to Conpl ete Objectives

Students will conplete the assigned reading for each chapter.

Upon conpleting the reading for each chapter, students wl|l
conplete the chapter exercises and Chapter Review questions. Al
chapter exercises are to be checked for conpletion by the
instructor. All On Your Om exercises are to be conpleted and
printed for grading. Chapter exercises in chapters 12 — 15 are to
be printed for grading. On Your Owm exercises will count as 30% of
the final grade for the senester. Exercises in Chapters 12 — 15
will count as 30% of the final grade for the senester. The siX
obj ective tests will count as 40% of the final grade for the
senester.

Al'l work nmust be done on the conputers in the lab. No work will
be accepted that's done outside the |ab.

Eval uati ve Met hods to Apprai se Objectives

Gradi ng Scal e

Two points will be deducted for each error made on all forns
conpleted in the On Your Owmn exercises and Chapters 12-15
exerci ses. Tests will be graded based on the nunber of questions

on each test.

Fi nal G ade

The following scale will be used to compute your final grade on
jobs and tests for the senester.

On Your Own Exerci ses -- 30% 93 - 100 = A
Chapters 12-15 Exercises -- 30% 85 - 92 =B
Si X objective tests -- 40% 77 - 84 =C
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70 - 76
69 or Bel ow

T
)

Absences:

Students are expected to be in class on time and ready to
start working. Students are to remain working until the end of
the class period. No student is to | eave class early w thout the
perm ssion of the instructor.

Day cl asses will neet Mnday, Wednesday, and Friday for fifty

m nutes for fifteen weeks. Night classes will neet one night a
week for two hours and forty-five mnutes for fifteen weeks. Day
students will be allowed to m ss a maxi nrum of nine class neetings.

Ni ght students will be allowed to m ss a maxi num of three class
meetings. Once a student m sses over the maxi mum hours al |l owed,
he/ she will automatically be dropped fromclass rolls with a grade
of “F".

There are no excused absences except those verified by other
instructors for field trips or school related activities. A
student with a doctor's excuse will be able to nake up m ssed
wor k, but the absence will still count toward the maxi num nunber
of absences al |l owed.

Tar di es:

A student is tardy if he/she arrives for class after the

i nstructor has checked the class roll. Three tardies will count
as one absence for day students. Tinme m ssed for night students
will be accumul ated until an even hour has been m ssed. St udent s

should strive to get to class on tine each day.
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C ass Assi gnnents
Week 1
Qutline & Handouts
Chapter 1
Week 2
Chapter 2
Obj ective Test 1
Week 3
Chapter 3 — Chapter Exercises 3-1, 3-2, 3-3, 3-4, 3-5 and 3-6
Week 4
Chapter 4 — Chapter Exercises 4-1, 4-2, 4-3, 4-4, 4-5 and 4-6
On Your Own Exercise 1
Obj ective Test 2
Week 5
Chapter 5 — Chapter Exercises 5-1, 5-2, 5-3, 5-4, 5-5 and 5-6
On Your Own Exercise 2
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Week 6

Chapter 6 — Chapter Exercises 6-1, 6-2, 6-3, 6-4 and 6-5

On Your Omn Exercises 3 and 4
Obj ective Test 3

Week 7

Chapter 7 — Chapter Exercises 7-1, 7-2 and 6-3

On Your Omn Exercise 5

Week 8

Chapter 8 — Chapter Exercises 8-1, 8-2, 8-3, 8-4, 8-5,

and 8-8
On Your Own Exercises 6 and 7
Obj ective Test 4

Week 9

Chapter 9 — Chapter Exercises 9-1, 9-2, 9-3, 9-4, 9-5,

9-7, 9-8 and 9-9
On Your Own Exercises 8 and 9

Week 10

Chapter 10 — Chapter Exercises 10-1, 10-2,
On Your Own Exercises 10, 11 and 12
Cbj ective Test 5

Week 11

Chapter 11 — Chapter Exercises

11-1, 11-2, 11-3, 11-4, 11-5, 11-6, 11-7,
and 11-12

On Your Omn Exercises 13, 14 and 15

Cbj ective Test 6

Week 12

Chapter 12 — Chapter Exercises 12-1, 12-2,

Week 13

Chapter 13 — Chapter Exercises 13-1, 13-2,

8-6, 8-7

9-6,

10-3 and 10-4

11- 8,

12-3,

13- 3,

11-9,

11- 10,

12-4 and 12-5

13-4,

13-5 and

11-11
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13-6

Week 14

Chapter 14 — Chapter Exercises 14-1, 14-2, 14-3, 14-4, 14-5, 14-6,
14-7 and 14-8

Week 15

Chapter 15 — Chapter Exercises 15-1, 15-2, 15-3, 15-4, 15-5, 15-6,
15-7, 15-8 and 15-9



