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 ECP 2102: Advanced Administrative Medical Specialist with Medical Billing and Coding plus Medical Terminology
Enhanced Certificate Program
Texas A&M Corpus Christi offers over 100 online education programs designed to provide the workforce skills necessary to enter a new field or advance your current career. Our Online Career Training Programs in the Allied Health, Computer-Internet, Business, Technical and Construction industries provide the most effective online training.
I. Certificate Courses
	1) GES 123: 	Administrative Medical Specialist with Medical Billing and Coding plus Medical Terminology   
	2) GES 828:	Microsoft Office 2010 Master
II. Program Duration
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)
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)Advanced Administrative Medical Specialist with Medical Billing and Coding plus Medical Terminology   Certificate Program consists of two courses and can be completed in as little as 12 months.  Your first course will focus on your medical career training.  Once complete, you will be able to polish your business and administrative skills and present them in a professional manner in Microsoft Office Master.  You will be assigned to a career counselor to help keep you on track.
III. Program Objectives
Upon successful completion of this program, you'll be able to:
· Understand what an AMS does and works, learn why certification is valuable, identify the “people skills” necessary for this field, and how the healthcare system functions
· Define the legal and ethical rules governing healthcare and explore issues regarding HIPAA, informed consent, contracts, and liability
· Gain an understanding of the billing process, banking and bookkeeping, and learn the purpose of a daysheet
· Identify the major types of medical insurance plans and managed care models, input key demographic data from a patient registration form, and post in-office and outside procedure and treatment charges into MOSS 
· Process insurance claims electronically using the MOSS claims submission simulator; review MOSS insurance claim reports; post payments from the Medicare Remittance Advice (RA) and general Explanation of Benefits (EOB); prepare and process secondary insurance claims; bill patients; and follow up on unpaid, rejected, or underpaid insurance claims
· Learn the steps of diagnostic coding and study the ICD-9-CM coding manual 
· Study complex body systems, including infectious and parasitic diseases and neoplasms 
· Learn diseases of the following systems: endocrine system, blood and blood-forming organs, nervous system, sense organs, circulatory system, respiratory system, digestive system, and the genitourinary system 
· Examine how to code conditions relating to pregnancy, skin and subcutaneous tissue, the musculoskeletal system, and newborn conditions 
· Learn diagnostic coding education with more complex body systems
· Anesthesia services and surgical procedures of most of the body systems, including digestive, hemic and lymphatic, urinary, male and female reproductive systems, endocrine, and nervous system
· Procedures for the Integumentary, musculoskeletal and cardiovascular systems
·  Obstetrics and gynecology
· Radiology, pathology and laboratory, and medicine—and explore another procedure coding system called Healthcare Procedural Coding System (HCPCS)
· Create and format professional business documents
· Develop and edit formulas, audit equations, and present information in charts and tables
· Create and edit Outlook objects such as meetings, tasks, and contacts
· Produce slide presentations, edit graphics, format text and text boxes, animate objects, and    create transitions

IV. Program Fee and clock hours
	$3995 (Discount $195) 	- 	660 clock hours  
V. Program Outline
-  Administrative Medical Specialist with Medical Billing and Coding plus Medical Terminology   
Administrative Medical Specialist
Lesson 1: Overview: What is an Administrative Medical Assistant?
· Career as an Administrative Medical Specialist
· Certification
· The Human Side of a Career as an AMS
· Healthcare: The Big Picture
Lesson 2: Legal and Ethical Issues in Healthcare
· Ethics and Etiquette
· Health Insurance Portability and Accountability Act (HIPAA)
· Additional Legal Issues
Lesson 3: Effective Communication and Receptionist Duties
· The Basics of Communication
· Communication Do’s and Don’ts
· The Medical Receptionist’s Role
· Verification of Insurance Benefits
· Preauthorization
· The Office and Reception Area—A Closer Look


Lesson 4: Telephone Procedures and Appointment Scheduling
· Phone Systems
· Telephone Policies and Procedures
· Appointment Scheduling
Lesson 5: Filing Skills
· Filing Systems
· Alphabetic Filing Rules
· Filing Supplies and Equipment
· Filing Medical Records
Lesson 6: Medical and Medication Records Management
· The Basics of Medical Records Systems
· Recordkeeping and Error Correction
· SOAP and CHEDDAR
· The Elements of a Medical Record
· Drugs and Prescription Records
Lesson 7: Written Correspondence, Mail, and Telecommunications
· Writing a Business Letter
· Communicating With Style
· Processing Mail and Telecommunications
· Emailing and Faxing
Lesson 8: Fees, Credit, and Collection
· Doctor’s Fees
· Billing
· Credit and Collections
Lesson 9: Banking and Bookkeeping
· The Basics of Banking
· Checks, Bank Deposits, and ATMs
· Managing a Checkbook and Bank Statements
· Bookkeeping, the Daysheet, and Accounts Receivable 
Lesson 10: Office and Financial Management
· Key Duties of an Office Manager
· Employee Management
· Policy and Procedure Manuals
· Facility Oversight
· Business Travel
· Computerized Financial Management
 




AMS Medical Billing and Coding Outline:
 
Administrative Medical Assistant
 
Lesson 11: Medical Office Simulation Software (MOSS)
· Getting Started with MOSS
· Mastering the Basics of MOSS
· Learning the Basic Management Categories in MOSS
Lesson 12: MOSS Registration, Insurance, and Data Entry
· Common Types of Medical Insurance Plans
· MOSS Patient Registration
· Procedure Posting Routines
Lesson 13: Insurance Billing, Payment Posting, and Claims Processing
· Processing Insurance Claims
· Posting Payments
· Billing Patients
· Posting Secondary Insurance Payments
· Following up on Insurance Claims
Lesson 14: A Day in a Virtual Medical Office
· Appointment Scheduling
· Patient Registration and Procedure Posting
· Insurance Billing
· Posting Payments and Secondary Insurance Billing
· Patient Billing and Collections
· Posting Secondary Insurance Payments and Electronic RA Payments
Medical Billing and Coding
Lesson 1: Introduction to Healthcare
· Medical Introduction and Overview
· Health Insurance Portability and Accountability Act (HIPAA)
· Laws and Ethics                                                        
Lesson 2: ICD-9-CM Overview
· ICD-9-CM Coding Manual Layout and Structure
· ICD-9-CM Coding Manual Conventions
· Abstracting from the Medical Records
· Steps for Diagnostic Coding Using the ICD-9-CM
Lesson 3: ICD-9-CM Diagnostic Coding I
· General Coding Guidelines for all Chapters in the ICD-9-CM
· Coding Infectious and Parasitic Diseases 
· Coding Neoplasms


Lesson 4: ICD-9-CM Diagnostic Coding II
· Coding Endocrine, Nutritional, and Metabolic and Immunity Disorders
· Coding Diseases of the Blood and Blood-Forming Organs
· Coding Mental, Behavioral, and Neurodevelopmental Disorders
· Coding Diseases of the Nervous System and Sense Organs
· Coding Diseases of the Circulatory System
· Coding Disease of the Respiratory System
· Coding Diseases of the Digestive System
· Coding Diseases of the Genitourinary System
Lesson 5: ICD-9-CM Diagnostic Coding III
· Coding Complications of Pregnancy, Childbirth, and the Puerperium
· Coding Diseases of the Skin and Subcutaneous Tissue
· Coding Diseases of the Musculoskeletal System and Connective Tissues
· Coding Congenital Anomalies
· Coding Certain Conditions Originating in the Perinatal Period
Lesson 6: ICD-9-CM Diagnostic Coding V and E Codes
· Coding Supplementary Classification of Factors Influencing Health Status and Contact with Health Services
· Coding Supplementary Classification of External Causes of Injury and Poisoning 
· Coding ICD-9-CM Volume 3 Procedures
Lesson 7: ICD-9-CM Guidelines Sections II-IV and Appendix I
· ICD-9-CM Guidelines Sections II:  Selection of Principal Diagnosis
· ICD-9-CM Guidelines Section III:  Reporting Additional Diagnoses
· ICD-9-CM Guidelines Section IV:  Diagnostic Coding and Reporting Guidelines for Outpatient Services
· ICD-9-CM Guidelines Appendix I:  Present on Admission 
Lesson 8: Current Procedural Terminology (CPT) Introduction
· CPT Coding Manual Layout
· CPT Coding Manual Conventions
· CPT Procedural Coding Steps
· Coding Evaluation and Management (E&M) Services
Lesson 9: CPT Procedural Coding I
· Coding Anesthesia Services
· Coding Surgery Services 
· Respiratory System
· Hemic and Lymphatic Systems
· The Mediastinum and Diaphragm
· Digestive System
· Urinary System
· Male and Female Genital System
· Nervous System
· Eye and Ocular Adnexa
· Auditory System
Lesson 10: CPT Procedural Coding II
· Coding Surgery Services 
· Integumentary System
· Musculoskeletal System (Orthopedics)
· Cardiovascular System
· Obstetrics and Gynecology
Lesson 11: CPT Procedural Coding II and HCPCS
· Laboratory and Pathology Coding
· Radiology Coding
· Medicine Coding
· Modifiers
· HCPCS Level II Coding
· Coding for Medical Necessity
Lesson 12: Billing and Reimbursement
· Medical Insurance Overview
· Insurance Carriers 
· Billing and Collections
· The Health Insurance Claim Form
· Insurance Carriers including Medicaid, Medicare, TRICARE, Worker’s Compensation and Blue Cross/Blue Shield
· Payment for Professional Health Care Services, Auditing and Appeals

Medical Terminology
Lesson 1: Your Foundation in Medical Terminology
· The Fundamentals of Medical Terminology
· Practicing What You’ve Learned, The Fundamentals of Medical Terminology
· Getting to Know the Human Body
· Practicing What You’ve Learned, Overview of the Human Body
· What Have You Learned?
Lesson 2: The Skeletal and Muscular Systems
· What Makes Up a Skeleton?
· Practicing What You’ve Learned, What Makes Up a Skeleton?
· Flex Some Muscle
· Practicing What You’ve Learned, Flex Some Muscle
· What Have You Learned?
Lesson 3: The Cardiovascular and Respiratory Systems
· Getting to the Heart of Things
· Practicing What You’ve Learned, Getting to the Heart of Things
· Take a Deep Breath
· Practicing What You’ve Learned—Take a Deep Breath
· What Have You Learned?
Lesson 4: The Digestive, Urinary, and Reproductive Systems
· Going for the Gut
· Practicing What You’ve Learned, Going for the Gut
· When Nature Calls
· Practicing What You’ve Learned, When Nature Calls
· The Birds and the Bees
· Practicing What You’ve Learned, The Birds and the Bees
· What Have You Learned?
Lesson 5: Nervous and Integumentary Systems and Special Senses
· You’ve Got Some Nerve
· Practicing What You’ve Learned, You’ve Got Some Nerve
· Now Hear (and See) This!
· Practicing What You’ve Learned, Now Hear (and See) This!
· Slip Me Some Skin
· Practicing What You’ve Learned, Slip Me Some Skin
· What Have You Learned?
Lesson 6: The Lymphatic, Immune, and Endocrine Systems
· Protection Against Infection
· Practicing What You’ve Learned, Protection Against Infection
· Learning About Hormones
· Practicing What You’ve Learned, Learning About Hormones
· What Have You Learned?
Completion and Certification
· Instructions for Marking Course Complete 
· Steps to Access National Healthcareer Association to Apply for and Take Certification Examination
 
- Microsoft Office 2010 Master Certification Training
I.  Beginning Microsoft Word
     1.  Getting Started: How to use the online course
     2.  Go Blue: Formatting Text
     3.  Horses and Zebras: Formatting Pictures
     4.  Mice and Men: Mouse options and tools
     5.  Fancy Colors: Picture Tools
     6.  First Prize: Shapes and SmartArt
     7.  First Impressions: Create Business Stationery





II.  Intermediate Microsoft Word
     1.  Rain Washes Out Hamburg: Make a Newsletter
     2.  Open for Business: Building blocks and templates
     3.  The Guests Are Invited: Create a Mail Merge
     4.  Add Me to the List: Advanced Mail Merge and troubleshooting
     5.  Charlotte’s Web Site: Create a Web Page
     6.  Online All the Time: Word and the Internet
III.  Advanced Microsoft Word
     1.  Table for Two: Advanced Table Functions
     2.  The Table is Set: Quick Tables and Quick Styles for Tables
     3.  Doing It With Style: Create Styles
     4.  Going in Style: Headers and Footers, and References
     5.  Who Done It? Create an On-Line Form
     6.  Prepare to Share: Proofing Tools and Tack Changes
     7.  Working with Macros: Create and use Macros
IV.  Beginning Guide to Microsoft Excel 2010
     1.  Getting Started: How to use the online course
     2.  Hello, Excel! Enter data and use basic text formatting
     3.  It All Adds Up: enter data, labels and formulas
     4.  A Question of Balance: Use and audit formulas from Excel’s formula library
     5.  Charts and Chart Tools: Insert and modify Charts
     6.  Picture the Data: Insert and format pictures
     7.  Shapes, SmartArt, Views: Insert and modify Shapes and SmartArt, change Views
V.  Intermediate Guide to Microsoft Excel 2010
     1.  Legs, Eggs, and Pigs: Troubleshooting formulas and data
     2.  Piggy Goes to Market: Use and modify TEXT formulas
     3.  Name that Tune: Create, use and troubleshoot Named Ranges
     4.  Sound Advice: Create and use Lookup Tables, use IF functions
     5.  Excel In Print: Use page Layout and Page Set up to modify print settings
     6.  Excel Online: Use and modify Sparklines and hyperlinks
VI.  Advanced Guide to Microsoft Excel 2010
     1.  Works for Me! Create and modify Tables and apply Quick Styles
     2.  Work Smarter, Not Harder: Use Sort, Filter, Outline, and Goal Seeking Tools
     3.  What Happened? (Pivot Tables) Create and modify Pivot Tables
     4.  What Did You See (Pivot Charts) Create and modify Pivot Charts and Slicers
     5.  Working Overtime: Create drop-down lists and use Data Validation 
     6.  Prepare to Share: Use reviewing tools and permissions
     7.  Working with Macros: Create and use Macros


VII.  Beginning Microsoft PowerPoint
     1.  Getting Started: How to use the online course
     2.  P is for Paragraph: Entering text in presentations
     3.  Working with Text Boxes: Formatting Shapes and Themes
     4.  Picture, Picture: Formatting Pictures
     5.  Shapes and SmartArt: Formatting and Using SmartArt
     6.  Photo Albums and Views: Create a Photo Album
VIII.  Advanced Microsoft PowerPoint
     1.  Tables and Spreadsheets: Adding and Using Tables
     2.  Charts and Chart Tools: Adding and Formatting Charts
     3.  Reach for the Starts: Slide Masters and Transitions
     4.  Top Ten Reasons: Apply Animations
     5.  Animating Multimedia: Adding and Formatting Videos
     6.  Show Time: Delivering Presentations
     7.  Prepare to Share: Proof and Protect Presentations
     8.  Live! Online and in Print: Options for saving and sharing
IX.  Microsoft Outlook E-mail
     1.  Getting Started: How to use the online course
     2.  Hello, Outlook: Formatting Messages
     3.  Messages and Messengers: Message Options
     4.  From Me to You: Graphics, SmartArt and Attachments
     5.  Signed, Seal and Delivered: Organize the Inbox with Rules and Quicksteps
     6.  Contacts and Connections
X.  Working with the Calendar
     1.  Eight Days a Week: Scheduling
     2.  Tasks and Time Management
XI.  Sharing, Collaboration and Management
     1.  Outlook Online
     2.  Outlook in Print
     3.  Advanced Options
     4.  The Administrator: E-mail Accounts, Setup, Backup

VI. Certificate Courses Overviews

- Administrative Medical Specialist with Medical Billing and Coding plus Medical Terminology
This nationally recognized program combines the Administrative Medical Specialist program with training in medical billing and coding and medical terminology to give you a competitive edge in the healthcare field. Through this program, you will gain the skills you need to become an Administrative Medical Specialist (AMS), a medical receptionist, a scheduler, an insurance specialist, or a diagnostic or procedural coder.
From scheduling appointments to managing medical records to filing insurance claims, you will master skills that will make you an asset in a wide variety of healthcare settings. You will also gain hands-on, practical experience in medical billing and coding working with the main coding manuals in the field, the ICD-9-CM and the CPT. In the Medical Terminology portion, you will learn to apply proper terminology and spelling for major pathological conditions. 
- Microsoft Office 2010 Master
Through this course, you can equip yourself for Microsoft Office Specialist (MOS) certification, the globally recognized standard for validating expertise with the Microsoft Office 2010 suite. Certification can help you differentiate yourself in today’s competitive job market, broaden your employment opportunities, garner greater earning potential, and advance in your current job.
The Microsoft Office Specialist program is the only comprehensive, performance-based certification program approved by Microsoft to validate business computer skills using Microsoft Office 2010: Excel, Word, PowerPoint, and Outlook.
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