MYCAA EDUCATION & TRAINING PLAN
STUDENT NAME: 
MEDICAL OFFICE MANAGER PROGRAM
[bookmark: _GoBack]Course Code: 602812   |   Tuition: $3,495   |   Program Level: Certificate
The Medical Office Manager training program prepares students for multiple career options by preparing them to handle the front office responsibilities of a medical office as well as perform medical billing duties. The program’s 22 modules also prepare students for national certification. Instructor support is available throughout the program, and upon graduation, students are prepared to enter the workforce and sit for the CMAA and CEHRS certifications offered by the National Healthcareer Association. Students will receive vouchers to take both of these exams (a $210 value).  
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	MODULE
	HOURS

	Program Orientation
	1

	Working as an Electronic Health Records Office Professional
	3

	Computer Fundamentals
	5

	Keyboard Kinetics
	10

	Grammar and Punctuation
	10

	Beginning Microsoft Word 2010
	18

	Beginning Microsoft Excel 2010
	20

	Healthcare Structure and Organization
	25

	Medical Law and Ethics
	5

	Healthcare Documentation
	7

	Health Insurance Portability and Accountability Act
	5

	Exploring Healthcare Reimbursement
	36

	Medical Word Building
	15

	Basic Anatomy
	15

	Mastering Medical Language
	23

	Medical Office Procedures
	20

	Medical Records Management
	55

	Medical Office Management
	12

	Practice Finances
	10

	Medical Coding Basics
	18

	ICD-10 and X12 5010 Fundamentals
	1

	Final Exam Preparation
	1

	TOTAL
	315




PROGRAM DURATION: 12 months (open enrollment—start/end dates are determined by student)
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